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Goals are the dreams 
Of a world we would make 


A definite reply 
Of the part we will take. 


Goals are reminders 
Of what should be done 
The end of our striving 
The course to be run. 


Goals are incentives 
That call for decisions 

To give us perspective 
And lift up our visions. 


Goals are the means 
By which we can say 
This much we will budget, 
This much we will pay. 


Goals are decisions 

By which we may teach 
That it is important 

To aim beyond reach. 


Goals are achievements 
For us to realize 
To give us a measure 
Of our greatness and size. 


— GEORGE EARLE OWEN 




















Dear Sir: 


On a new Royal Standard, 
your letters come out as 
though printed on a press - 
no light spots, no dark 
spots. 


That's because only 
Royal touch is tailored to 


the strength of each finger... 
and Royal touch is 20% lighter 
than the touch of any other 
standard. 


In fact, Royal touch is 
the closest approach to elec- 
tric touch in all standard 
typing. 
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See what a difference the Royal finger-tailored touch closest approach to electric touch in all standard typing. 
makes? And it’s just one of Royal’s exclusive benefits. ET RESULT: You get neater work and more of it. 
MORE: 1. The space bar will not bounce or skip—even at Makes sense to trade in those old slow-pokes on new cost- 
160 words a minute. 2. It takes 9 seconds to change a _— cutting, secretary-saving Royal Standards. Doesn’t it? 


ribbon on a Royal—and fingers never touch the ribbon. g ® 
That’s Royal’s Twin-Pak. 3. Royal’s Letter Setter feeds Rl YA standard 
as many as 9 carbons into place with carpenter’s-square iigetid Waaiiee One Veemntier 


accuracy—no more slanting lines. 4. All this plus the There are more Royal Typewriters in office use than any other make. 
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thanks to herr REMINGTON® Electric Typewriter 
And no wonder—electricity does the work—helps today’s 

smart women of letters turn out such truly beautiful work 

in so little time, with so little effort and so pleasing to the boss. 
Remington. Mand. 
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International Board of 


Directors for 1959-60 


(Seated) Secretary, Mrs. Marie Starr; President, 
Mrs. Evelyn G. Day; Treasurer, Olive M. Porter. 
(Standing) Southeastern Vice President, 

Mrs. Elizabeth T. Roper; Northwestern Vice 
President, Mrs. Winifred L. Hillyer; Great Lakes 
Vice President, Ruth Gallinot; Southwestern 

Vice President, Margaret McCormick; Northeastern 
Vice President, Carolynne J. Schutz. 





“... Every Man 
a Debtor 
to His 


Profession rs 


@ A new year is before us. It is full 
of opportunity for the exercise of the 
countless talents of our members. 
You are NSA’s most important asset, 
and capable of taking up the chal- 
lenge of Secretary Arthur S. Flem- 
ming, when he stated to those in 
attendance at the convention at Bal 
Harbour, Florida: “The only way in 
which you can pay your debt to your 
profession, the only way in which 
you can express your thankfulness, is 
by making a contribution to your 
profession that will call for sacrifice 
of time, energy, and resources on 
your part. You help to pay that debt 
when you work on the establishment 
of standards of performance; you 
help pay that debt when you work 
on the development of training pro- 
grams designed to help others 
achieve the high standards you have 
set; you help to pay that debt when 
you make an investment in time, 
energy and resources.” 


Your 1959-60 International Board 
of Directors looks forward to a won- 
derful year of working with you, and 
wants you to know your interests are 
our interests as we work together to 
build NSA and repay the debt to our 
profession. 


Hopefully and joyfully we enter 
this year because of the vision we 
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have of NSA for tomorrow. There 
are no curbs to our growth. Every- 
where about us we see the world is 
undergoing terrific change and no 
matter what type of business is per- 
formed there will always be an im- 
portant role for the secretary. Space 
is today’s challenge, and tomorrow’s 
frontier. Man-made satellites blasted 
into orbit increase the knowledge of 
men; jets take us around the world 
much quicker. There are secretaries 
in the plants where such things are 
manufactured. When new systems 
are installed, the secretary’s work 
will be performed in the background. 
No matter what the vision of things 
to come, the secretary’s services will 
be required and she will share in 
these exciting ventures. 


The horizon of tomorrow is always 
before us urging us onward. No mat- 
ter how far we go, it is still there 
bringing encouragement to continue. 
We set our goal on the horizon, and 
when we have reached that goal, we 
then try for another one; that one in 
sight, we try for another. Give the 
best you have today because that is 
the recipe for a good tomorrow. Do 
not become discouraged. He who 
fails today may be up again to- 
morrow. 


Through the operation of orderly 





plans which encourage frank and 


friendly discussion, understanding 
and confidence will be established. 
This is the foundation upon which 
cooperation is built. Cooperation is 
the medium through which all great 
accomplishments are attained. Suc- 
cess, ultimate and complete success, 
depends more on a spirit of helpful 
cooperation than on any other one 
factor. The choice we make today is 
the cornerstone for our choice on the 
morrow. All is growth in an under- 
standing way. 

NSA provides the ideal atmos- 
phere in which secretaries can find 
the opportunity to progress as far 
and as fast as they wish. Each mem- 
ber has a place in NSA’s structure 
and a service to give. Set a goal for 
yourself to do at least one thing for 
the benefit of NSA—a new member, 
a new chapter, getting a member or 
nonmember interested in CPS, tak- 
ing part in training or counseling 
programs, taking the CPS examina- 
tion, serving on committees, et cetera. 
Let us prepare ourselves to meet the 
challenge of paying our debt to our 
profession and the greater will be our 
success and your own _ personal 
success. 
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Today’s secretary becomes a real “junior executive” 
with Edison Voicewriter dictation. 


“My Voicewriter helped me become a 


Junior Executive!” 


Secretaries with an eye to broadening 
their job responsibilities recognize a 
good friend when they see one. That’s 
why they’re enthusiastic in their praise 
of Edison Voicewriter dictation. 

When the boss uses a Voicewriter .. . 
you're freed from the time-consuming, 
laborious—sometimes nervewracking 
chore of taking shorthand notes and 
then transcribing them. You can devote 
that time and energy to the more 
pleasant, and more profitable, junior 
executive tasks that increase both your 
prestige and your inceme. 

And think of this advantage. When 
you’re in a workload jam . . . it’s easy to 


A product of Thomas A. Edison Industries. McGraw- Edison Company, West Orange, N. J. In Canada: 32 Front Street W., Toronto, Ontario 


pass along the Voicewriter Diamond 
Disc to another secretary without the 
problem of her reading someone else’s 
shorthand notes. The boss’s voice comes 
through crisp and clear—transcribing is 
quick, easy and accurate! 

Here’s another important thing to 
remember about Voicewriter . . . it’s 
made by Edison. Every Voicewriter user 
enjoys the benefits of Edison’s more 
than 70 years’ experience in the office 
correspondence field. And you can rely 
on today’s ahead-of-the-field Edison 
Voicewriter for outstanding, trouble- 
free performance day in and day out. 

Have we made a new friend? 


Edison Voicewriter 





Let us prove there’s 
nothing like Voicewriter dictation! 
Ask your boss to let you call the Edison Business 
Consultant in your area for a Voicewriter tryout 
so you can both see real dictating equipment in 
action. For free literature write Dept, SE-09 at 
the address below. 








convention keynote address 





“FREELY YE HAVE RECEIVED. 


FREELY GIVE.” 


by The Honorabie Arthur S. Flemming 


@ Almost ten years ago, I was about to be inaugurated 
president of Ohio Weslyan University and Mrs. 
Flemming and I were walking down the main street 
of Delaware, Ohio, with our then eight-year old 
daughter. 


In the course of the conversation Mrs. Flemming 
said to Suzie, “You know daddy is about to become 
the ninth president of Ohio Weslyan.” 


And without a moment’s hesitation came the re- 
sponse, “Yes, and there’ll be a tenth.” 


Well, sure enough she was right. There is a tenth 
on the job right now. I think that it is a good story 
to keep in mind no matter what administrative position 
you may be occupying. 


Speaking of stories, there is an experience I had 
about three months ago that I have been saving for 
this occasion. Now, I am sure you might assume this 
is one of those cases where I picked up a book of jokes 
and tried to find one appropriate for this particular 
occasion, but I want to assure you that I did not. This 
is an actual experience. 


About three months ago there was a meeting in 
Washington of the language teachers of our colleges 
and universities in the northeastern part of the United 
States, and I was asked to address the group. I was 
introduced briefly as the person who was going to 
speak later. And then a group of fourth and fifth grade 
children from one of the Maryland schools was intro- 
duced and proceeded to sing songs in various lan- 
guages. After they had finished, they left the audi- 
torium and I went ahead with my talk. 


When I came out and got in my car my chauffeur 
told me about this particular incident. He said the 
children came out on the front porch of the hotel in 
Washington and this conversation took place between 
one of the young ladies, age maybe nine or ten, and her 
teacher. She said: “Was that a real secretary that they 


Page 6 


Setcretary of Health, Education, and Welfare 


introduced?” “Yes, he’s a real secretary,” replied the 
teacher. “Do you mean that he is the kind of person 
who sits on the boss’s lap?” 


It seems to me that as far as that young lady is 
concerned both of us have a public relations job to 
do. This Association has a public relations job and 
the members of the Cabinet have a public relations job. 


I am a great admirer of this Association. I was 
introduced to it first by my secretary back in Dela- 
ware, Ohio, when I was serving as president of Ohio 
Weslyan University. She was one of the founders of 
the local chapter of your Association. And then 
through my contacts with that chapter, I came to 
know your division officers and had the privilege just 
a little over a year ago of participating in the division 
meeting in Ohio. 


I admire this Association because of your dedication 
to what I would like to think of as the pursuit of 
excellence. Your pursuit of excellence is reflected in 
the standards of performance that you have lifted up 
for the members of your Association and for your 
profession generally. It is reflected in your emphasis 
on the steps that need to be taken if these standards 
are to be achieved. And finally it is reflected in the 
development program by your Association for formal 
recognition of those who do achieve the standards 
you have set. 


I believe that as a nation we need to place increas- 
ing emphasis on the pursuit of excellence. We are far 
too willing to pay tribute to mediocrity and to ration- 
alize our failure to pursue excellence. This Associa- 
tion is setting an example for the nation, an example 
that I hope will be emulated by many groups and by 
many individuals. It seems to me the spirit that per- 
meates this organization is reflected in the theme you 
have selected for your convention, “. . . Every man 


(Continued on Page 38) 
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‘ItS great to have our own copier!” 
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A Verifax Copier in your department 
ends those 10-minute walks 
for 1-minute copies! 


As a secretary, you don’t have to be told how much 
time you can save by using an office copier instead 
of retyping. 

But the greatest savings of all come when you have 
a Verifax Copier only “‘stepping distance” away from 
your desk. No more 10-minute walks down the hall 
or annoying waits in line for your copies! You’ll like 
the speed and convenience of being able to make 
copies of orders, letters, reports fast as needed! And 
so will your boss! 

Wonder if he realizes that the savings in your de- 
partment on “‘travel time” alone might pay for your 
$99.50 Bantam Copier in a month or two! 


Price shown is manufacturer's suggested price 
and is subject to change without notice. 


[erifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 
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Verifax Bantam 


— Copiers sgg*°° each 





Kodak Verifax Bantam Copier outperforms 
copiers costing up to 4 times as much 











A snap to operate. So compact you’ll find room for one 
anywhere. Makes 5 dry, easy-to-read copies in 1 minute for 
2'%4¢ each. Makes copies on one or both sides of bond-type 
paper, card stock, printed office forms. Even makes an offset 
master in 1 minute, with low-cost adapter. Reproduces all 
types of writing, typing, duplicating with — accuracy. 
Gives you copies that will last as aca 

long as typed records. 

Call your Verifax dealer for 
free demonstration. (See 
“Yellow Pages” under 
duplicating or photo- 
copying machines.) 





eecceceeeceeee MAIL COUPON TODAY ***eeeeeeeee8 


EASTMAN KODAK COMPANY 

Business Photo Methods Division, 343 State St., Rochester 4, N.Y. 
Gentlemen: Please send free booklet on Verifax Copying 

and names of nearby dealers. 
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Wi In this issue are listed the 245 
secretaries who were certified on the 
basis of the examination given in 
May of this year. The following 
table shows that 1,711 secretaries 
have been certified in the nine years 
of the CPS program. This number 
represents approximately 34 per cent 
of the 5,061 candidates who have 
attempted the examination one or 
more times. The 68 test centers in 
1959 included two in Canada and one 
each in Hawaii and Puerto Rico. 
Eight residents of Canada and one 
secretary from Hawaii have been cer- 
tified to date. One man was certified 
this year, bringing the total men 
CPS’s to four. The following states 
rank highest in the number of secre- 
taries certified to date: California, 
171; Texas, 150; New York, 146; 
Illinois, 109; Ohio, 106; and Michi- 
gan, 91. However, based on the best 
available estimates of potential num- 
ber for each state, the following 
states rank highest in this order: 
Colorado, Arizona, Tennessee, Min- 


by George A. Wagoner 
Dean of the Institute for Certifying Secretaries 


nesota, and Rhode Island. The cer- 
tificates will be awarded in NSA 
chapter meetings or, where that is 
not possible, they will be sent di- 
rectly to the successful candidates. 


Institute Appointments 

The following three-year appoint- 
ments to the Institute by the NSA 
board become effective with the Sep- 
tember 11-12 meeting, and they com- 
plete the Institute membership for 
the current year: 

Business 

L. H. Hallmark is manager of per- 
sonnel and industrial relations for 
Shell Oil Company, Houston Re- 
finery, Houston, Texas. He has com- 
pleted 17 years of service with this 
company. He holds the B. S. and 
M. A. degrees from Sam Houston 
State Teachers College and served as 
school principal for two years at Sea- 
brook, Texas. He is active in the 
Texas Manufacturers Association, 
Houston Personnel Association, and 
the Pasadena Chamber of Com- 
merce. For a number of years he 








Certified Professional Secretary 


was affiliated with the Southwest 
Football Officials Association, Hous- 
ton Chapter, and was president of 
that group for three years. Mr. Hall- 
mark is married and has four chil- 
dren. 
Education 

Lyle Maxwell became head of the 
department of business at Northern 
Illinois State University, DeKalb, 
this fall. He had served as head of 
business education and office admin- 
istration at Michigan State Univer- 
sity from 1945 to 1959. His high 
school teaching experience was in 
Downs and Pekin, Illinois, high 
schools. He also taught in the U. S. 
Naval Training School for Store- 
keepers at Indiana University. Dr. 
Maxwell holds the B. S. degree from 
Illinois State Normal University, the 
M. S. degree from Indiana Univer- 
sity, and the doctorate from the Uni- 
versity of Colorado. He is the current 
national membership chairman of 
National Business Teachers Associa- 

(Continued on Page 10) 








New Total Number 
Year Candidates Retakes Candidates Certified 
1951 281 2 281 62 
1952 409 33 442 123 
1953 468 204 672 175 
1954 560 344 904 222 
1955* 447 400 847 190 
1956 617 454 1071 211 
1957 678 562 1240 244 
1958 783 708 1491 239 
1959 818 798 1616 245 

5061 


Total CPS’s 

(Cumulative) 
62 
185 
360 
582 
tiz 
983 
1227 
1466 
1711 








*The examination date was moved from October to May, resulting in a shorter 
period for registration and a decrease in numbers for the year. 
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Roytronic 


ROVTYPE CLEAN CARBON PAPER 


Especially suitable for use with Electric Typewriters 





\ 


A WON’T SMUDGE 





WON’T SLIP 





sox WON’T CURL 














Let Mr. Roy Type show you how... 
one carbon paper solves three problems 


1. Slipping—eliminated by Roytronic’s non-slip coating 
...now youcan make nine or more carbons without slip- 
ing—even in fast acting electric typewriters. 
2. Curling—eliminated by Roytronic’s new plastic back- 
ing...stays straight and flat regardless of temperature 
or humidity. Work goes faster and no copies are spoiled 
by accidentally curled carbon paper. 
3. Smudging— eliminated by Roytronic’s new ink for- 
mula containing: imported Carnauba wax. No more 
“treeing,” roller marks or other smudges. 

Mr. Roy Type invites you to try the one carbon 
paper that eliminates the three common carbon problems 
—ROYTRONIC®. 


did you know... 


that Roytype makes over 1,000 different kinds of 
typewriter and tabulator ribbons? To be sure you’re 
using the right one for the kind of work you do, talk 
it over with the Roytype Representative who calls on 
you. He’s studied all office jobs thoroughly. His 
knowledge can be a big help to you. Use it! 


“THE BEST MAN TO DO BUSINESS WITH IS 
THE MAN WHO KNOWS HIS BUSINESS” 





For Free Sample, telephone Mr. Roy Type at the local 
Roytype office or send the coupon, with your company 
letterhead, to his home office. 


ROYTY F° carbon papers, ribbons, quality 
p supplies for all business machines 
Products of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters. 
MAIL THIS COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE, c/o Royal McBee Corporation, 
Department 0, Port Chester, New York 


0 Send me FREE samples of new ROYTRONIC Carbon Paper. 


0 Say, what’s this about Roytype Creamee, a hand lotion for 
office use? Please send information about it. 


Ceeeeeeesssace 


Your Name 








Firm Name. 


Street Address 





City. Zone. State. 








010 Town 
(ler 


Gi 


The Superior, NEW 
ALL-PURPOSE CARBON PAPER 


with every advantage 
for executives and secretaries 


OLD TOWN CORPORATION 


750 Pacific Street, Brooklyn 38, N.Y 





Certified Professional 
Secretary 
(Continued from Page 8) 


tion. He holds an honorary member- 
ship in the Lansing Chapter of NSA 
and has spoken to NSA workshops 
and institutes in Michigan, Wiscon- 
sin, and Ontario. He is married and 
has three children. 


Mina Johnson is associate profes- 
sor of business education at Ball 
State Teachers College, Muncie, In- 
diana, which position she has held 
since 1946. Her high school teaching 
experience was in Galesburg, Illinois. 
She has taught summer school at the 
state college in Pittsburg, Kansas, 
and at San Francisco State College. 
She also taught at Indiana Univer- 
sity and the State University of Iowa 
while doing graduate study in these 
institutions. Dr. Johnson holds the 
B. S. degree from the State Univer- 
sity of Iowa, the M. S. degree from 
Indiana University, and the Ph.D. 
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degree from the State University of 
Iowa. She has served as national 
editor, organizer, and president of Pi 
Omega Pi, honorary business teacher 
organization. She is active in the 
Business and Professional Women’s 
Club and P. E. O. service organiza- 
tion. 


Denver CPS Council 


At the CPS dinner during the an- 
nual NSA convention in Miami 
Beach, the experience of the Denver 
NSA Chapter in promoting CPS was 
presented. The activity of the Den- 
ver CPS Council is no doubt largely 
responsible for the high number of 
certified secretaries in the Denver 
area. This program was started in 
1953 and was explained in some de- 
tail by Mary Ellen Brickner of the 
Denver Chapter. Her remarks are 
given here as an aid to other chapters 
in the planning of CPS promotional 
activity. 


The program has three principal 
objectives: (1) to form a liaison be- 
tween business and the certifying 
program; (2) to establish continuity 
for the program in the chapter, so 
that the program wouldn’t come to a 
standstill for one or two months each 
year when the administration 
changed and a new CPS committee 
took over; and (3) to integrate the 
council program with chapter activi- 
ties. 


To accomplish the liaison with 
business, six prominent Denver busi- 
ness and professional men were in- 
vited to become auxiliary members 
for staggered terms of two years. 
One each was to represent the legal 
profession, the accounting profes- 
sion, education, and human rela- 
tions; and the remaining two were 
from business. Particular stress was 
placed on the high caliber of the 
persons to be chosen, not because 
their names were used for publicity, 
but because the chapter wanted the 
advantage of their advanced think- 
ing. The lawyer was a former secre- 
tary of agriculture; the accountant 
was a former vice president of the 





American Institute of Certified Pub- 
lic Accountants and at that time a 
member of their board of directors; 
the educator was the dean of the 
Adult Education Division of the 
University of Colorado. To encour- 
age their participation, the chapter 
carefully limited demands upon their 
time, requesting them to attend only 
four functions a year while the NSA 
members met monthly. 


To insure continuity within the 
chapter, six NSA members were 
elected by the executive board to 
serve staggered terms of three years 
so that there would be only two new 
members a year, these to be chosen 
in December after the annual 
change-over in the chapter had been 
completed. One of these members 
was chosen by the chapter execu- 
tive board to serve as chairman of 
the CPS Committee. 


The chapter bylaws provided for 
integration of the council with the 
chapter and also provided that the 
chapter Education Committee, the 
Publicity and Public Relations Com- 
mittee, and the Speakers’ Bureau 
should each be represented on the 
council by a member chosen an- 
nually from each committee. Also, 
the president of the chapter is an 
ex officio member. 


In the six years of the program, 
the council has become an important 
part of chapter activity. The liaison 
with business has enabled the chap- 
ter to obtain and analyze the reaction 
of business and professional men in 
the Denver area to the CPS pro- 
gram. At each advisory meeting, 
these men display much enthusiasm 
and interest. Their ideas are legion; 
the only problem is that there is not 
enough time and strength to carry 
these ideas into effect. They have 
given excellent suggestions for ways 
to further the program with manage- 
ment. They have made contacts for 
the chapter with other leaders in the 
community. A 30-minute symposium 
was presented before such groups as 
the Denver Rotary, the Denver 
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Chamber of Commerce, and Kiwanis, 
before whom it is usually difficult to 
obtain a program. 


Because the council has continuity, 
courses can be planned a year or two 
in advance so that within a two-year 
period courses can be presented 
which will cover adequately all sec- 
tions of the CPS examination. En- 
rollment in all classes has grown 
steadily; and the courses are eval- 
uated each year, to the end that they 
can be improved for the following 
year. 


The review course has been de- 
veloped and improved until it now 
encompasses 40 hours of intensive 
review. The chapter has carefully 
avoided presenting this course as be- 
ing adequate preparation for the 
CPS examination. Rather, it is 
stressed that the course is intended 
only as a refresher, as are those 
offered for the Bar examination and 
the CPA examination, and to point 
up the areas in which a particular 
candidate may need more detailed 
study. The chapter has stressed in 
its review courses the proper tech- 
nique for answering examination 
questions and for working under 
examination conditions. 


In cooperation with the University 
of Denver, the chapter holds an open 
house preceding each examination, 
to which all examinees are invited. 
There the candidates can meet the 
other examinees and become familiar 
with the physical layout of the 
school so that they will not have to 
waste precious time and energy in 
locating the proper room the morn- 
ing of the examination. The council 
plans the Annual Award Dinner at 
which CPS certificates are presented. 
A member of the Institute for Cer- 
tifying Secretaries has been present 
at each of the past five dinners, 
either to give the principal address 
or to present the awards. Manage- 
ment interest and participation have 
increased annually, largely through 
the efforts of the advisory members. 
Letters are sent each year to selected 
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firms, inviting them to be represented 
at the dinner, the letters usually be- 
ing signed by one of the advisory 
members and often addressed to their 
friends or business acquaintances. A 
prominent businessman (often one 
suggested by advisory members) is 
usually invited as guest speaker in 
addition to the Institute representa- 
tive, and in several instances these 
men have become vitally interested 
in the program. 


The council has prepared and kept 
current a mailing list of approxi- 
mately 1,500 secretaries in the Den- 
ver area. The advisory members 
have been of great assistance in de- 
veloping this list. The response to 
the mailings has been good; and sev- 
eral favorable comments have been 
received, especially from the Univer- 
sity of Denver, through which many 
classes are sponsored. 


Publicity for the CPS program has 
also been carried out through the 
council. This has included articles 
in industrial publications and house 
organs, often arranged by the advi- 
sory members, spot announcements 
on radio and television, several live 
television programs, and newspaper 
publicity. 


As a result of the council’s activity, 
management in Denver has become 
not only acquainted with but actively 
interested in the certifying program. 
In the past few years there have been 
several instances in which a secre- 
tary has stated that she is taking the 
examination because her employer 
requested her to do so. 


Certainly this has been an indirect 
approach, necessitated by the new- 
ness of the program and the diffi- 
culty of educating fellow secretaries 
to the true meaning of a professional 
status. Nonetheless, it has been so 
effective that it can now be contin- 
ued, while at the same time the 
chapter is becoming better able to 
approach the secretaries directly be- 
cause of management’s interest in 
the program. 






u.s.a. 7099 
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NO ONE 
IS INDISPENSABLE 


by Sue Russell, CPS 
Northeast Representative 
International Education Committee 


i One day you stop by the doctor’s office for his report 
on a routine physical examination. He has discovered 
something you didn’t know about yourself that neces- 
sitates surgery and asks if you can be at the hospital 
by three o’clock that afternoon. 

Your boss is out of town. You think you can’t pos- 
sibly be away from work. You are always on the job, 
except for carefully planned vacations. There is no 
one acquainted with the myriad details of your posi- 
tion. Then the old cliche “No one is indispensabie” 
comes to mind, and you realize it does apply to you as 
well as to others. You are glad to have at least a 
couple of hours at the office to farm out your work 
among other secretaries and make a few notes to tell 
some one of the more important numerous details you 
carry in your mind and do automatically. 

This points up more vividly the necessity of having 
a job description or work manual for your particular 
job. You have planned for years to make up a work 
manual, but procrastination has kept you from getting 
started. How does one start such a project? What 
should be included? Perhaps general information, as 
well as specific instructions as to your own job, should 
be given, since your office has no other handbook or 
procedures manual for stenographers or secretaries. 

Suppose a service steno is asked to sit at your desk 
while you are away—maybe even the one you heard 
saying “bye-byeeee” to a customer one day, or the one 
who simply must work the crossword puzzle before 
bothering to open the mail. Along with the postal de- 
partment, you feel “the mail must go through” to your 
boss, and that might be as good place as any to start 
a work manual. Once begun, other phases of your work 
will fall into place. 

I. Incoming Mail 

A. Open mail as soon as possible after it reaches 
your desk. All good rules must have exceptions. 
The one here is: If your boss has given you a 
rush job to take precedence over all else, he 
will expect the mail opening to be delayed. 

B. Sort mail and open first-class letters so the boss 
may begin reading those while you are open- 
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II. 





ing the second- and third-class mail. If your 
boss is later in arriving at his office, you may 
be able to open all mail before putting any on 
his desk. 


. Attach previous or pertinent correspondence. 


1. Requests for donations—mark on letter or 
attach correspondence to show amount given 
in previous years or amount set aside for 
that fund. If it is the first time for such a 
request, so indicate on letter. 

2. Invitations — make notion on letter of pre- 
vious conflicting engagements. 


. Attach enclosures to letters. If enclosure is 


omitted, make a note of it on letter. 


. Put mail in order of importance with those 


pieces on top your boss will wish to see first. 

Group similar requests or reports, such as: 

1. Company financial reports 

2. Industry statistics 

3. Announcements of seminars, conferences, or 
institutes. 


. Newspapers and magazines. Mark with colored 


pencil articles or information in which your 
boss is interested. Use paper clips on maga- 
zine pages or attach a note to cover calling his 
attention to certain pages. 


. Handling of mail when boss is out of town. 


1. Try to keep mail to a minimum for the boss 
to see on his return. You or someone else 
might satisfactorily answer letters the boss 
would prefer handling when he is present. 

2. File routine reports, but make copy of re- 
port titles for boss to see. He can quickly 
check off those he wishes to see and they 
ean be pulled from the file. 


Telephone 
A. Answer promptly — you should be able to 


answer by end of first ring. 


B. Have paper and pencil handy in order to write 


down name of caller or message. 
1. If boss is not available for call, ask if some- 
one else might help. Offer to take a message. 
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2. If your boss is to return the call, be sure you 
get name and how party may be reached by 
telephone. 

C. Give an appropriate ending to telephone calls, 
such as: 

1. “Goodbye, Mr. Blake.” 

2. “Thank you for calling.” 

3. “Thank you, Mr. Blake.” 

D. Keep address book, including telephone num- 
bers, on your desk. Keep one up-to-date for 
your boss, too. 

E. Keep list of telephone callers, with business 
affiliation, and some notation as to how calls 
are to be handled, such as: 

1. Call from a director of the company—give 
call to boss promptly. 

2. Call from a customer—try to learn nature 
of call. If it is some detail on an order, the 
call might be referred to the order clerk, or 
get order file for boss to refer to during the 
conversation. 

3. Mr. X. Y. Zee—boss does not wish to take 
call! 

F. If boss is in a meeting or has others in his office, 
and depending on the urgency of the call, you 
might 
1. Take note to boss that Mr. Allison is calling. 
2. Say boss is not available at the moment, but 

you will 

a. ask him to return the call, or 

b. be glad to take a message. 
III. Dictation 

A. Don’t keep boss waiting when he rings—his 
time is more valuable than yours. 

B. Transcribe dictation as quickly as possible— 
the boss might want to leave the office early! 

C. Indicate which type stationery is to be used. 

1. Executive letterhead for more personal type 
letters. 

2. General company letterhead for more formal 
or legal type letters. 

3. Inter-office memorandum for company per- 
sonnel. 

D. Indicate carbon copies required and distribu- 
tion. 

E. Tell if boss’s name and title are typed at close 
of letter. 

IV. Callers 

A. Tell boss name of caller and company affilia- 
tion, if possible. He will indicate if caller 
should see someone else, or if he wishes you to 
invite caller in. 

1. Identify yourself to caller— “I’m Miss 
Dolan, Mr. Boss’s secretary.” 

2. Introduce caller and person he is to see— 
“Mr. Boss, Mr. Caller.” 

B. If boss is in a meeting and caller has no ap- 
pointment, tell caller boss is in a meeting and 
ask if 
1. You or someone else might help him; 
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2. He could call at another time and suggest 
that he telephone first for appointment. 
There are many other phases of one’s work included 
in a procedures manual, such as filing, making appoint- 
ments, general information as to boss’s_ schedule 
(regular meetings attended or luncheons), et cetera. 
It goes without saying that all of this is tailored to 
fit one particular job situation, and some may com- 
pletely disagree with the procedures suggested. How- 
ever, if it serves as an incentive to prepare a work 
manual, or is of help in any way, the time spent here 
will have been worthwhile. 
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@ “Getting ahead is not just title or money,” said 
Mrs. Alicia Cogan of Brooklyn, New York, crowned 
Secretary of the Year at the Fourteenth Annua! Con- 
vention of The National Secretaries Association (In- 
ternational) at Bal Harbour, Florida. 

Educated at St. John’s School in Mountain Lakes, 
New Jersey; Goucher College, Baltimore, Maryland; 
and Packard Secretarial School in New York City; for 
the past 17 years Alicia has been secretary to Mr. 
Edgar Buttenheim, chairman of the board, Buttenheim 
Publishing Corporation. 


A member of New York City Chapter since 1949, 
Alicia is an enthusiastic participant in all NSA activi- 
ties. She has worked diligently in her chapter serving 
on numerous committees. She was a member of the 
Institute for Certifying Secretaries from 1950 to 1955, 
and served two years as Northeastern District Re- 
porter for The Secretary. 


A widow and mother of three children, Alicia has 
found time not only for the interests of her family, 
but for civic affairs and for furthering her profession 
as a secretary. 

Of the 83 entries, six finalists were selected in the 
preliminary judging. The six finalists were inter- 
viewed at the Secretary of the Year luncheon. The 
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final selection was made on the basis of education, 
experience, appearance, poise, and the ability to answer 
orally three difficult questions dealing with office prob- 
lems involving the secretary. 

The second place award went to Julie Lawler, a 
member of Lansing Tuebor Chapter, Lansing, Michi- 
gan. She is personal secretary to Michigan’s Governor, 
G. Mennen Williams. 

Agnes Brown, CPS, member of Crossroads of 
America Chapter, Indianapolis, Indiana, was presented 
the third place award. She is secretary to Mr. Edward 
F. Gallahue, president, American States Insurance 
Company. 

The other finalists were: 

Barbara Edith Brett of Riverton, New Jersey, a 
member of Camden Chapter, and secretary to Mr. 
W. B. Murphy, president, Campbell Soup Company. 

Louise Dahms, CPS, member of Kankakee Valley 
Chapter, Kankakee, Illinois, secretary to Mr. W. T. 
Halket, director of marketing, Permaglas Division of 
A. O. Smith Corporation. 

Edna L. Davis, CPS, member of Cincinnati Chapter, 
secretary to Mr. M. O. Weaver, president, and Mr. 
Richard L. Eubanks, vice president, The Randall Com- 
pany and The Wagner Manufacturing Company. 
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* Photos courtesy United Press International 
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Margaret J. Gilkey 

Director of Guidance 
Services 
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Miami, Florida 
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Development 
Miami, Florida 
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Education and Assistant 
Dean 
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University of Miami, 

Coral Gables, Florida 
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by Mrs. Charlotte Miller Price 
Pagoda Chapter 
Reading, Pennsylvania 





Introduction 

@ Many organizations adopt an em- 
blem that symbolizes their aims and 
ideals. This emblem is readily rec- 
ognizable to all members. All of you 
are familiar with the banner of NSA 
which is before you at all meetings. 
But did you ever stop to take a good 
look at it? What symbols appear on 
our emblem? What do they mean to 
our organization as a whole and to 
you in particular? 


Lamp of Knowledge 

In the lower left quadrant of our 
emblem we have the Lamp of Knowl- 
edge. Knowledge is the keystone of 
our lives. Most of us have been 
graduated from high school; many 
have taken specialized work in their 
chosen fields. The technical skills 
learned during these periods have 
prepared us for the mechanics of our 
jobs. 


But knowledge goes much farther 
than book learning. In _ today’s 
business world the secretary must 
know something of what is going 
on around her; current events and 
train schedules; psychology of hu- 
man relations; and first-aid. She 
runs the gamut from A to Z every 
working day. She must train her 
mind, as well as her hands and her 
ears and her tongue, for she must be 
able to think and type as well as 
listen and talk. 

Knowledge need not be paraded— 
that is not the purpose of it. If you 
have it, your employer will find out. 
Gather unto yourself some knowledge 
—accurate information—of all facets 
of your business world. Use it wisely 
and well not only to help yourself 
but to help those about you—your 
fellow-employees and your fellow- 
men. 


World 
In the upper right quadrant of our 
emblem is the World. Sometimes we 
think our world is bounded by our 
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business relations, our homes and 
our families. How false an impres- 
sion this is! We circle the globe! 
The letter you wrote today may be 
going to India or South America. 
Look beyond the horizon. Your lamp 
of knowledge is casting its rays over 
the world. Don’t hide that light by 
putting a fence around it. Let it 
shine for all the world to see. Take 
pride in your work so the instrument 
that passes through your hands may 
be a source of joy to you. 


At one time women were relegated 
to the cookstove. Careers were for the 
poor unfortunates who didn’t marry. 
Such is not the case today. Many 
women successfully combine a home 
and family and career. Your world 
has broadened considerably. Today’s 
secretary travels—even on a budget 
—and by doing so she is increasing 
her knowledge, meeting people to 
share it with, and thereby helping to 
send it to the four corners of the 
earth. Lift high your lamp of 
knowledge that its rays may brighten 
the world. 


Letter “B” 


In the upper left quadrant of our 
emblem the letter “B” appears. We 
like to think of this as meaning 
Better Letters. What effect do your 
letters have on the recipients? Are 
they to-the-point? Are they friendly 
and kind or are they antagonistic? 
There is an old saying that you can 
catch more flies with sugar than with 
vinegar and the same applies to your 
letter writing. You can make a friend 
or an enemy forever with a letter. 
Most of us have received letters at 
some time or other that have annoyed 
us. If it was a business firm, did we 
go back, or did we think if that is the 
way they feel about the matter, we’ll 
just take our business elsewhere? 


Remember the tone of your letter 


as well as its appearance has an effect 
on the reader. A letter that is well set 


up and neatly typed creates a favor- 
able impression even before the letter 
is read. A clear, concise letter that 
sets forth the problem without a chip- 
on-the-shoulder attitude will make 
the reader feel yours is an organiza- 
tion that is operating efficiently and 
effectively. Let your lamp of knowl- 
edge illumine the world with better 
letters. 


Letter “L” 

In the lower right quadrant of the 
emblem appears the letter “L’”’. This 
letter is used in conjunction with the 
letter “B” and stands for Better 
Learning. Don’t be satisfied with the 
commercial course you had in high 
school. Look beyond that and learn 
more. Build a veritable storehouse 
of information for yourself. Keep 
your eyes and ears open to what is 
going on around you and be sensitive 
to it. You can learn much just by 
listening. Read—not just the pic- 
ture magazines but novels and non- 
fiction, too. Let your business world 
be a stepping stone. Certainly there 
are facets of your business with 
which you are not acquainted. 

Don’t be afraid to ask questions. 
Learn all you can about your job 
and how it fits into the complete 
picture. Be interested not only 
in yourself but also in what is go- 
ing on around you. Better learning 
helps you to raise the lamp of 
knowledge so that it will shine over 
the world through better letters. 


Better Living 

The “B” and “L” on our emblem 
also stand for Better Living. There 
is no finer expression of a better way 
of life than the Code of Ethics of 
NSA. 

This Code of Ethics was adopted 
as a standard for a group of women 
in the secretarial profession, but you 
will find that it applies not only to 
secretaries but to all women and 
points the way to a better society. 

e * . J 
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A summary of an article which 
appeared in the April 1959 issue of 
Today’s Speech, professional journal 
of the Speech Association of the 
Eastern States. 


@ A secretary is truly the window of 
an organization because she is usu- 
ally the first one to speak to clients 
whether they call in person or by 
telephone. What she says and the 
manner in which she says it sets the 
tone for the whole department or 
organization. In short, it is the speak- 
ing of the secretary that makes her 
valuable to her employer from the 
point of view of establishing favor- 
able rapport with every person who 
visits her office. 


What are the basic principles of 
speech that will help the secretary 
to be successful? There are at least 
six such principles: (1) Thoughts 
and ideas worth listening to; (2) 
attitudes that reflect a keen interest 
in people; (3) utterances that are 
readily heard and understood; (4) 
actions that are concordant with 
utterances; (5) ears that hear objec- 
tively; and (6) language that is ap- 
propriate for the occasion. Some of 
these principles are more important 
than others, but they are all essential 
for effective communication. 


What is necessary to make a sec- 
retary worth listening to? In the 
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MUR SPEECH 
IS IMPORTANT 


by William A. Behl, Professor of Speech, Brooklyn College, New York 


first place, she must know the mis- 
sion and the functions of her office. 
This simply means she must know 
the scope and the limitations of her 
administrator’s position, and to be 
able to distinguish between the 
relevant and the irrelevant. Second, 
she must know her boss; she must 
know which decisions she can make 
and which ones she must leave to her 
boss. Third, she must know and 
understand people; she must be 
aware of the needs, desires and 
idiosyncrasies of those who frequent 
her office. 


Another significant principle of 
speech for the secretary is that her 
voice must reflect a positive attitude 
toward others. A secretary must not 
say in the tone of her voice, “I am 
not interested in your problems,” or 
“J just work here—I don’t know 
much about the office.” Such atti- 
tudes do not establish good rapport 
with the clients. 


Next, a secretary’s actions should 
telegraph a message of confidence, 
poise, and interestingness. If a secre- 
tary is really interested in people, 
her whole physical being will reflect 
confidence, poise, and graciousness: 
she will approach persons with a pos- 
ture that is erect yet not stiff, and 
alive yet not “bouncy;” she will meet 
clients with a smile and a gracious- 


ness which make them feel they are 
really wanted. 


Good speech for a secretary is a 
two-way matter: she must not only 
talk, but also listen. In order to re- 
spond effectively and intelligently, 
she must have heard what was said. 
There are, undoubtedly, many times 
when she would rather not listen, 
but she must develop the habit of 
listening with a keen and a sympa- 
thetic ear; that is a part of the com- 
municative process. 


Finally, it is important that a sec- 
retary use good language. With rare 
exceptions, the secretary should use 
an informal style which is accurate, 
forceful, and simple. The secretary 
who always says the client is “abso- 
lutely right” or the lady’s dress is 
“simply exquisite” or her boss is 
“just divine” is being neither accu- 
rate nor forceful. And when she uses 
the technical words of the business 
while addressing clients, she is not 
being direct and simple in the use of 
language. The language for the sec- 
retary should reflect a person who is 
honestly and sincerely trying to com- 
municate with the listener. 


The six basic principles are a big 
order for the secretary, but execu- 
tive secretaries strive to do all of 
these things. 
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KEEP YOUR 


i It has been exactly ten years since 
I first spoke, in fear and trembling, 
before a convention of this Associa- 
tion. It was in 1949, as the newly 
elected president of Lake Shore 
Chapter, that I extended the welcom- 
ing greeting of the hostess chapter 
to the members gathered at the 
Fourth Annual Convention of the 
then National Secretaries Associa- 
tion, held in Chicago in July of that 
year. I have attended every conven- 
tion of NSA since that time, and 
believe it has been just that long— 
ten years—since we have had a “soul- 
searching” type of address, the kind 
that would make us stop and think 
about where we are going as an Asso- 
ciation and how we are going to get 
there. 

Mr. Philip Lovejoy, then general 
secretary of Rotary International, 
gave the keynote address at that con- 
vention. Many of you know at that 
time we were in a rather troubled 
period of our Association, and Mr. 
Lovejoy directed his remarks quite 
pointedly. We are not at any par- 
ticularly troubled period at this 
time so far as the operation of our 
Association is concerned, but I think 
this is a time for us to reflect upon 
the progress we have made, and how 
it has been made. 

Ten years ago this month, in his 
opening remarks, Mr. Lovejoy said: 
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“T think it is fine that we have an 
association that has been formed to 
improve the profession. It is a pro- 
fession. Being a secretary is a pro- 
fession, and sooner or later we are 
going to have it recognized as a pro- 
fession. It is not a super stenog- 
rapher we are talking about. It is 
not a super correspondent. It is a 
secretary, and the word will be in 
capital letters—at least it will begin 
with a capital ‘S’ and it will stand for 
something that is a profession. That 
is what I believe this organization is 
trying to do, and you have every 
right to do it. I know you are going 
to be successful in doing it.” 

In all due modesty, I think we can 
say Mr. Lovejoy was right. In these 
ten years we have achieved recogni- 
tion of secretaryship as a profession, 
because we worked together to earn 
that recognition. In the process of 
all this, we have more than doubled 
our membership, we have more than 
doubled the number of our chapters, 
we have become international, we 
have become most beautifully sol- 
vent, we have established the CPS 
program on a firm and recognized 
basis, we have accumulated about 
$125,000 in a trust fund for a retire- 
ment home for our members, and we 
have developed a magazine which is 
no longer the house-organ type but 


by Clare H. Jennings, CPS 
Retiring International President 


DOOR OPEN 


one which has appeal for a more gen- 
eral readership. 


We have made awesome progress. 
But, realizing complacency is a quick 
killer of progress, would it not be 
well to examine our participation as 
individual members of NSA? Unless 
we each do our share our progress is 
doomed. We cannot take our accom- 
plishments for granted. 


Ten years ago this month, in his 
closing remarks to our convention, 
Mr. Lovejoy said, ““You cannot leave 
this thing to your president, you can- 
not leave it to your board, you cannot 
leave it to the vice presidents, or 
your executive secretary, or to your 
local officers. Each member must do 
her part. NSA provides opportunity 
to each individual to make the most 
of her talents and abilities in worth- 
while undertakings.” 


Bearing in mind the full quotation 
from which the theme of this con- 
vention was taken, and Theodore 
Roosevelt’s paraphrase of it: “Every 
man owes some of his time to the up- 
building of his profession,” I am go- 
ing to approach this topic from a 
somewhat different angle. It is my 
hope to point up the need, and the 
obligation, for every member to con- 
tribute of herself at some level of our 
Association—in her chapter, in her 
division, or at the international level 
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—as an officer, as a committee chair- 
man or member, or as a fully par- 
ticipating member. 

Doubtless all of you have seen our 
NSA brochure entitled “To Open 
More Doors.” Does that title bring 
to your mind, as it does to mine, 
images of different types of doors? 

There are many kinds of doors: 
the solid door, the glass door, the 
back door, the trap door, the dutch 
door, doors that swing, the front 
door, the revolving door, and the 
open door. 

Let’s think a little about some of 
these doors and see if we can relate 
them to some members we have 
known—perhaps even to ourselves. 


The Solid Door 

For example, there is the solid 
door, which has a cold, forbidding 
look. Would this remind you a bit 
of the secretary who joins NSA be- 
cause she thinks (or someone has 
told her) this is the “thing to do?” 
Having become a member, she sits 
back and waits for all the rich re- 
wards of membership, about which 
she has been told, to be forthwith 
placed in the palm of her hand. In 
fact, she often seems to be actually 
“daring” her colleagues to “deliver 
the goods,” but she makes no effort 
to collect them! It seems needless to 
point out that because she presents 
such an austere front to her fellow 
members, she never gets to know 
them, nor they her. Because she 
rarely opens her door more than a 
crack, the benefits of membership 
cannot and do not come to her. In 
fact, because her door is so solid, she 
rarely realizes what she is missing. 


The Glass Door 
Then there is the member who re- 


minds one of a glass door. She may 
be the kind who keeps the panes of 
her door sparkling clean, or she may 
let them become dimmed by dirt 
and grime. She may see clearly, or 
only dimly, what her membership 
could mean to her if she would but 
open that door. Perhaps this is a shy 
person, whose door is really clean 
and sparkling, and who sees quite 
well what could be hers if she par- 
ticipated actively, and wishes dearly 
to be “one of the group.” Two girls 
were discussing their problems. One 
said: “You shouldn’t get discour- 
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aged. In this world there is a man 
for every woman and a woman for 
every man. You can’t improve on an 
arrangement like that.” “I don’t want 
to improve on it,” retorted the other. 
“T just want to get in on it!” 

Our member wants to “get in on 
it,” too, and maybe she has even 
opened her door a time or two but 
has not met with the warm reception 
she would like. A little help from 
those who are “one of the group” 
could go a long way here. Or, per- 
haps, having opened her door and 
not having been met responsively, 
she will not try again. If so, she is 
one of those who remind me of Mark 
Twain’s admonition: “Don’t, like the 
cat, try to get more out of an ex- 
perience than there is in it. The cat, 
having sat upon a hot stove lid, will 
not sit upon a hot stove lid again. 
Nor upon a cold stove lid.” 


The Swinging Door 

The swinging door opens both 
ways. We can go in or out at will; 
all we have to do is push from either 
side. It is up to us which way we go. 
And, sometimes, members go only 
one way, instead of realizing that a 
healthy give-and-take attitude is re- 
quired for full appreciation of the 
potentialities of membership. This is 
the member you may have met who 
feels an interest only in those things 
in which she is participating, or only 
when things are being carried out in 
a manner of which she personally 
approves. She may be an excellent 
member—up to a point. But, the 
hinges on her door become rusty and 
stiff. When it is necessary for her to 
adapt, she finds her door now swings 
only one way—her way—and when 
her way is not the way of the major- 
ity, the game is over for her. She 
does not know the meaning of co- 
operation. 

This calls to mind the manufac- 
turer who took the wrong road and 
wound up in Hades. The devil met 
him at the door and asked him if he 
would like to look the place over and 
decide which group he would like to 
join. They first saw a group of manu- 
facturers sitting around a table which 
was loaded with a sumptuous feast, 
but all looked thin and haggard. Our 
manufacturer saw the reason: they 
could not feed themselves. A long- 


handled spoon was strapped to their 
arms in such a way that they could 
not bend their elbows, and, although 
they could load the spoon, they could 
not bring it to their mouths. 

The devil then took the manufac- 
turer to a group of bankers, and 
although the same devilish device 
was strapped to their arms, they all 
looked fat and healthy. The devil 
told him the reason the bankers were 
all so fat and healthy was that they 
had worked out a system whereby 
each banker fed another. Thus, while 
they could not bend their elbows to 
feed themselves, they could pass the 
food along to each other. When asked 
why the manufacturers had not 
worked out such a scheme, the devil 
replied that he had suggested it to 
them, but they said they would 
rather starve than cooperate with 
their lousy competitors. So, you see, 
cooperation is not only the backbone 
of achievement, it also brings per- 
sonal rewards. 


The Dutch Door 

The dutch door is a half-and-half 
sort of thing. This brings to mind 
the member who will not let her 
membership “interfere” with her 
other activities. This is the member 
who opens the upper part of her 
dutch door to let in the light, sun- 
shine, and fresh air of the educa- 
tional programs, social contacts, and 
prestige of membership, but is always 
“too busy” to serve on a committee 
or as an officer. 

She feels she needs only to pay 
her dues and then sit back and enjoy 
the fruits of membership which are 
the harvest of the good work of 
others. She feels that as long as 
others are doing the work, there is 
no need for her to exert herself. She 
forgets that when she joined NSA 
she promised “to add her talents to 
those of the other members, and to 
be loyal in service, willing to serve 
in any capacity.” 

A triumphal feast was scheduled 
in a village, and to insure adequate 
liquid refreshments, each villager 
agreed to pour one bottle of his best 
wine into a great cask. “If I fill my 
bottle with water,” reasoned one, 
“the dilution will be so slight, who 
will notice?” But when the feast 

(Continued on Page 25) 
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@ As a secretary, you have a golden 
opportunity to exercise the you- 
attitude by slight changes in the 
boss’s letters provided, of course, you 
understand him and he understands 
you. The failure to use the you- 
attitude often leads to a direct in- 
sult to the reader: 


You may have heard your boss dic- 
tate something like this: 


“We are sorry when somebody 
writes us that he is not completely 
satisfied.” 


The boss is trying hard with his tone 
to do the job that a slight change in 
wording would make. For instance, 
a somebody would prefer to read: 
“We are sorry that you are not com- 
pletely satisfied.” 


Frankly speaking, we are giving 
you all the service you are entitled to. 
(But who wants you to be this 
frank?) 

You are hereby notified that . . .” 
is just another way of saying, “here 
comes trouble.” 

“We go out of our way to please 
our customers. However .. .” If you 
must say something nasty after 
you’ve said something nice, place the 
however within the sentence where it 
will be less conspicuous. 
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“In this instance, however, you will 
agree that...” 


No boss in the world would become 
angry with you for saving him some 
embarrassment — and possibly the 
loss of a customer — by a slight 
change in wording to take the sting 
out of his words. 


Remember, it’s not the easiest task 
one ever did to dictate a good letter. 
Mistakes occur frequently, unknow- 
ingly. And an alert secretary is as 
much a part of the boss’s efficiency 
as his right arm! 


Mechanics of the letter, I’m sure, 
have been stressed for you in all your 
training and I don’t propose to go 
into them here. One word, however, 
on grammar and spelling: 


The letter you type for your 
boss is your boss in the eyes of the 
reader of that letter. Poor gram- 
mar and misspelling will give a 
very unfavorable impression as 
will violation of any mechanic. 


A clever secretary, as you women 
well know, can, if she goes about it 
in the right way, get just about any- 


A Knowledge of Letters 


by William J. Lord, Jr. 


University of Illinois 


(Before a workshop of 


Champaign-Urbana Chapter) 


thing done she wants to. You nat- 
urally have been trained to take dic- 
tation as the boss gives it. Even your 
common sense tells you this is cor- 
rect. It is only logical, then, that you 
do just that. Who knows better what 
he wants to say than the boss him- 
self? 

But, as I hope you have gathered 
from my remarks, there are some 
changes that seem imperative for you 
to make, to ensure a good letter for 
your boss. And here are some tech- 
niques you can use to ensure your 
boss’s agreement to any change you 
propose to make: 

In presenting ideas, be mindful of 
your boss’s need of a sense of per- 
sonal worth. His need is a significant 
factor underlying most of his be- 
havior; so present your ideas in- 
directly! 

The WHY 
a. In presenting an idea, one 
should do so with the impres- 
sion it originated with the other 
fellow (your boss, for instance) . 
To do so spares the boss from 
feeling inferior. 
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(Direct presentation on the 
other hand, implies that those 
one advises are inferior. The in- 
direct presentation does not 
make them feel inferior or re- 
sentful. ) 

EX: “I would handle this prob- 
lem, sir, somewhat the way 
you once handled a similar 
one; I would... .” 

b. When you get another to look 
upon your idea as representing 
in some degree his own think- 
ing, you do not give the impres- 
sion that you are trying to dic- 
tate his behavior. 


1) a man, such as your boss, by 
nature is unwilling to have 
behavior prescribed, may 
sometimes flatly turn you 
down on a suggestion not too 
tactfully presented (and tell 
you to mind your own busi- 
ness) and yet—when un- 
observed — agree with you. 


2) the boss’ cry for liberty is a 
desire to feel free to order 
his own life. 


3) and people of all sorts op- 
pose the direct approach be- 
cause it frustrates their de- 
sire to be considered capable 
of making decisions for them- 
selves and to be free to do 
as they please. 


c. Indirection gives another the 
satisfaction of having more or 
less originated the idea. 


d. Indirection also makes another 
fear that unless he adheres to 
the idea with which he is cred- 
ited he will lose prestige. 


The HOW 
a. Take desired behavior for 
granted. When you take for 
granted the other person (your 
boss again) will do what you 
wish him to do, you attribute 
such behavior to him .. . and 
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the silence that accepts merit 
as the most natural thing is the 
highest praise. 


CAUTION: The more you take for 
granted, the more com- 
plimentary you are; but 
taking for granted more 


than the individual can 
live up to gives him a 
feeling of inferiority. 


b. Give credit to your boss with 
already knowing what you say. 
When you credit the other per- 
son with being more or less 
versed in the subject you bring 
up, you show respect for him 
and avoid giving him the im- 
pression of arrogance. 

EX: “As you know from your own 
experience ...” 

“This is nothing new to you, 
oT 

c. Credit your boss with having 
suggested what you advocate. 
Often ideas evolve from discuss- 
ing a letter. The first to state 
it fully developed may have 
contributed little toward its de- 
velopment. But for anyone, par- 
ticularly a secretary, to take 
undue credit for an idea tends 
to arouse resentment in the 
boss. 

EX: “I wonder if this isn’t what 
you have in mind, Mr. 
Smith...” 

“I believe I see your point, 
a 

d. Relate your ideas to views or 
acts of your boss. 

EX: “I find a remark you once 
made rather stimulating, and 
I wonder if we ought not 
build our decision around it.” 

e. Present your ideas in question 
form to your boss. 


A question put to another per- 
son stimulates him to thought. 
If the question is well formu- 
lated, it brings to his conscious- 
ness the idea which you wish 


to impress him with, and as he 
expresses that idea, he makes 
it his own. 

Wendell White calls these tech- 
niques Psychology in Living. I call 
them—“The Key to the Boss’s Door!” 

I know all of you must have bosses 
who have certain pet phrases they 
use in practically every letter. And 
you’d be surprised how their letters 
would perk up if these were omitted. 
But I don’t advise you to just cut 
’em out or to substitute your own for 
them. You'll find this a mighty 
touchy spot with the boss; the 
phrases are a part of him, and he’s 
lost without them. But you do have 
a chance to put in a plug for a 
change when he asks you what The 
Secretary had in it this month. You 
might suggest (nicely) that he try 
dictating for a few days or a week 
without using the same old expres- 
sions he used in every letter he 
writes. 


Summary 


FIRST KEY — Watch your boss’ 
language and your own when 
you write. His use of trite 
phrases, jargon, words, etc. Keep 
him from being Mr. Windmill. 


SECOND KEY — Keep in mind 
the four tests of a good business 
letter. Work for the right ap- 
proach in the letters you write. 
And check your boss’s letters, 
too. 


THIRD KEY — To help your boss 
be a better letter writer, present 
your ideas to him indirectly so 
they become his own. 


A knowledge of letters is a career 
in itself —but a worthy goal to be 
sure! You'll find by putting these 
together (the master key) you have 
the key to the Boss’s Door! 
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FT. LAUDERDALE 





@ A group of adventurous NSA’ers 
sailed from Haulover Dock bound for 
Fort Lauderdale the afternoon of 
July 21. An overwhelming reserva- 
tion list required two boats, the 
“Jungle Queen” and “Jungle Queen 
II.” This pre-convention cruise and 
dinner party was arranged by the 
Fort Lauderdale Chapter. 


En route the skipper explained the 
construction of the man-made islands 
converting this previous swamp land 
into waterfront real estate. His state- 
ment that a greater percentage of 
the beautiful semi-tropical trees and 
shrubs were imported from the far 
east and the nearby islands was 
surprising. 
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CRUISE 


Passing Fort Everglades, where 
ships from the sea enter to dock, in- 
terest was sharpened by a vessel 
from London and a Panamanian ship 
being loaded with steel scrap. The 
view was a small city composed of 
yachts. During winter months this 
area has the distinction of the great- 
est collection of yachts in the world 
—approximately 550 —including 
those owned by many celebrities of 
the entertainment world. 

Entering the Fort Lauderdale area 
we learned there are 260 miles of 
beautiful waterfront estates in the 
“Venice of America” and 67 
Venetian-type bridges. 

Docking at Creighton’s Restaurant 
we were welcomed by all members of 





by Mrs. Leonette Kincaid 
Westport Chapter, Kansas City, Missouri 
and 
Helen Ream, 
Florida Division President 


the Fort Lauderdale Chapter who 
were dressed in pink. After cocktails 
on the lawn, dinner was served in 
the beautifully furnished dining 
rooms containing many art objects 
of historical interest. 


The Flamingo, referred to as the 
“Ballerina in Pink” was the theme 
carried out in the decorations for the 
graciously appointed dinner. Dessert 
was the famous Creighton’s “World’s 
Best Apple Pie” served with honey. 

It was a very relaxed group on a 
“Miami moonlight evening” enjoy- 
ing the community singing on the 
return trip to Bal Harbour. 
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KEEP YOUR NSA DOOR OPEN 
(Continued from Page 19) 
commenced, and the cask was 
tapped, nothing but water poured 
forth. Everybody in the village had 
figured alike: “My bit will not be 

missed.” 

The moral is plain, isn’t it? Every 
member should open the lower part 
of her dutch door, too, and come 
from behind it to make her proper 
contribution. 


The Trap Door 
The trap door is so often a dan- 


gerous one. Some times it snaps, and 
some times it is balky. Some times 
members are that way, too, and 
either wittingly or unwittingly, they 
discourage others from participating 
and serving to their fullest capaci- 
ties. Their unpleasantness clouds the 
atmosphere. Fortunately, there are 
only a few of them but, unfortu- 
nately, their disagreeableness often 
has far-reaching effects. 

These are the people who occa- 
sionally wage a vicious campaign to 
tear down those who are sincerely, 
conscientiously, and unselfishly work- 
ing to advance the interests of our 
Association, at the chapter, division, 
or international level. These are the 
women who somehow cannot bear to 
see another woman advance or 
achieve. They are the greatest of the 
deterrents of progress for women, 
and they seem to fail to realize that 
every time they tear down another 
woman, they are retarding their own 
progress. They cannot, or will not, 


see things in an impersonal, objec- 
tive light. They would do better to 
subdue their personal dislikes and 
consider, instead, the contribution 
the person they dislike could make 
which would enhance their own 
positions. They forget they should 
never miss an opportunity to make 
other people happy—even if they 
have to let them alone to do it. 

Busy-bodies are sometimes a prob- 
lem, too, but they usually are rela- 
tively harmless. Sometimes they are 
even the source of amusement, 
through the reactions they invite. For 
example, there is the case of the 
busy-body, who, unable to contain 
her curiosity any longer, asked an 
obviously expectant mother point- 
blank whether she was going to have 
a baby. “Oh, goodness, no,” the 
young woman said pleasantly, “I’m 
just carrying this for a friend.” 

And then there are those who are 
victims of psychosclerosis: psycho— 
the brain; sclerosis — hardening of. 
But, maybe we shouldn’t go into 
that! 


The Revolving Door 

There is also the revolving door. 
It goes around and around, on and 
on. It reminds one of the member 
who, once an officer, never wants to 
let go of the reins. She feels she has 
to go on and on, exerting her influ- 
ence, keeping things going as they 
were “in the good old days,” or 
“when I was an officer.” She is a 
resistant variety — resistant to new 
leadership and resistant to change. 


Progress to her simply means keep- 
ing the door revolving, continuing 
at the same old pace, doing the same 
old things, resisting those who would 
introduce change in the interests of 
improvement. One wishes to find a 
vaccine, or an antibiotic, or just 
anything to which this type of per- 
son is not resistant! 


The Open Door 

This has turned into quite a nega- 
tive talk, but my hope is for a posi- 
tive reaction. Just as positive as are 
the rewards which come to so many 
of our members—those members who 
make our Association the power it 
is and who earn respect for it. 

These are the members who par- 
ticipate in all activities, who ex- 
perience the thrill of unsought for 
and therefore the richer fulfillment; 
who give of themselves, as officers 
and committee members and _ find 
themselves actually getting far more 
than they give. Members who extend 
themselves and apply themselves in 
the educational ventures we offer and 
in our CPS program, and who are ex- 
hilarated by an enrichment they had 
forgotten was possible; who are truly 
doing their share in earning the 
recognition that is coming to secre- 
taries, by bringing to their jobs ever- 
increasing capabilities. 

These are the members whose 
NSA door is open wide. These are 
the members who are paying their 
debt to their profession. May their 
number continue to increase! 

. e & 





NEW NSAHTF TRUSTEE 





Lee Swift, Brooklyn, N. Y. 
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WA member of New York City 
Chapter, Lee Swift, Brooklyn, New 
York, is the newly elected North- 
eastern District Trustee of the Na- 
tional Secretaries Association Home 
Trust Fund. 


Lee became a charter member of 
Monumental Chapter, Baltimore, 
Maryland in 1948, and held various 
chapter offices, serving as the chapter 
president in 1950 and 1951. She 
transferred her membership to the 
New York City Chapter in 1952 and 
continued her active participation 


serving on numerous committees. 
Lee served as chairman of the Inter- 
national Nominations and Tellers 
Committee in 1950 and has attended 
numerous Association conventions, 
division and regional meetings, and 
district conferences. 

Her business career includes a 
background as supervisor of a steno- 
graphic pool, assistant purchasing 
agent, and office manager. Lee is 
presently secretary to the president 
of Agency Managers Limited. 
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by Sara Belle Brown 
Chairman, Alabama Division NSAHTF Committee 


@ “How About a Working Girl on The Best Dressed 
List?” said Gay Pauley of United Press International 
in her article of January 11, 1959. 

This prompted the Millinery Institute of America to 
sponsor the first “Best Dressed Working Woman” 
award, giving recognition to the working woman who 
spends her money wisely, assembles her wardrobe with 
imagination, has an exciting flair for fashion, and looks 
chic seven days a week—on the job and off. 

Mrs. Arlene Reid was named the first “Best Dressed 
Working Woman” at the NSA Home Trust Fund spe- 
cial event held during the Fourteenth Annual Conven- 
tion. Her prizes include the costumes shown on the 
August cover of Charm, and a chapeau wardrobe from 
the Millinery Institute of America. Arlene was pre- 
sented lovely red roses by Mrs. Marguerite Feagin, 
CPS, vice chairman, NSAHTF. 

It was a difficult task for the judges to select the 
winner for the new title of the “Best Dressed Working 
Woman” remarked Miss Harrolyn Dilley, eastern edi- 
tor of Charm. 


AWARD 


Syndicated columnist with King Features, Mrs. 
Anne Heywood is an interested observer of fashion. 
She stated the factors she considered most important 
in judging this contest were: general style; the fact the 
costume enhanced the natural endowments of the 
woman and/or disguised any figure faults; and that the 
clothes modeled did not overwhelm the wearer. Mrs. 
Heywood was impressed with the contestants in that 
their clothes were becoming and no one over-dressed! 

“Fashion is everywhere today, not confined to one 
or two sections,” said Mr. William Reimer, director of 
the Millinery Institute of America. These words also 
best typify the ninety entrants in this first “Best 
Dressed Working Woman”’ contest. 

Naturally, Mr. Reimer’s objective is “to see that 
women wear hats.” He believes to be well dressed, a 
woman must observe the three “H’s”: Hat, Handbag, 
and Hose. Mr. Reimer’s comment after judging this 
contest was that he was convinced modeling must be a 
part of secretarial training. 

The ten finalists agree the sheath in the dark basic 





colors is a wardrobe must, since it can be easily dressed 
up with accessories to add color. 

The Home Trustees began their special event with a 
buffet supper, followed by “A Fashion Showing For 
Careerists” presented by Jordan Marsh of Miami and 
Charm magazine, co-commentated by Mrs. Eleanor 
Gundy, fashion coordinator of Jordan Marsh, and Miss 
Harrolyn Dilley of Charm. 

Miss Ruth Kratz, Monumental Chapter, Baltimore, 
Maryland, displayed her talent at the piano with back- 
ground music for the models and contestants. 

Climaxing this NSAHTF event was the drawing for 
a handsome silver service given by the Fidelity Na- 
tional Bank of Fort Lauderdale, Florida. 


Contestants 


(1) “BEST DRESSED WORKING WOMAN” Mrs. Arlene 
Reid of Cincinnati Chapter (Ohio) in a charcoal gray flannel, 
pin-stripe suit, belted at the waistline. Her hat was of black 
velvet trimmed with white pearl buttons and a red ribbon 
ornament. Arlene carried a large handbag of soft black leather 
and her shoes were of black suede. Black doeskin gloves, and 
pearl necklace with matching pearl button earrings added the 
smart touch, 


(2) Mrs. Mary Ann Barnett of Orange Empire Chapter, Santa 
Ana, California selected an afternoon ensemble of brown crepe 
also suitable for after five. Her hat was brown net over satin 
with a veil for daytime hours. Brown shoes and bag, contrast- 
ing beige gloves, and gold earrings and bracelet completed her 
costume. 

(3) Going formal, Mrs. Betty Blanchette of Huisache Chapter, 
Port Lavaca, Texas in a seafoam blue evening gown of nylon 
and net. Her bag was vari-colored tapestry. Plastic beads and 
earrings, and elbow length gloves were a soft orchid shade. 
(4) Double duty was the beige Italian silk two-piece dress 
worn by Mrs. Augusta Eades of St. Louis Chapter (Missouri). 
Earrings, necklace, and bracelet of gold and pearl accented her 
hat of beige feathers. Tan shoes and bag with beige shortie 
gloves added the finishing touch for daytime and after-five. 
(5) The day’s work done, Jean Gutierrez, Santa Fe Chapter 
(New Mexico) in a plumb silk costume with magnum sleeves, 
fitted bodice and three-tiered tunic skirt. Shoes were dyed to 
match. Black velvet pill box hat, clutch purse, black kid gloves, 
and matching pin and earrings accessorized her ensemble. 

(6) Simplicity with versatility in a black crepe sheath dress 
with over-jacket was the choice of Mrs. Ruth E. Harleton, Town 
and Country Chapter, Livonia, Michigan. Removing the jacket 
revealed rhinestone shoulder straps, and a change from black 
earrings to rhinestones transformed her costume from “day- 
time to date-time.” Hat and bag were of black velvet with rhine- 
stone trim. White gloves added the frosting. 

(7) Mrs. Frances Harrell of Tuscal Chapter (Alabama) 
selected a sleeveless black silk sheath dress with layers of white 
organza around the neckline. The jacket boasted a wide cape 
collar. A white organdy flower hat with black veil accented 
chalk and crystal beads and earrings, and white kid gloves. 
Shoes were black patent leather with silk trim. Bag was black 
sill 

(8) “Strictly business” was a black raw silk suit with blue 
print tie and matching jacket lining chosen by Marian Olson, 
CPS, Minneapolis Gopher Chapter (Minnesota). Black patent 
leather pumps, watch and earrings were her only accessories. 
Pen and notebook in hand she was ready for the day’s duties. 
(9) From Hawaii Chapter, Honolulu, Hawaii, Loretto Peyton 
wore a tweed-effect black and white sheath dress with box 
jacket. For the office her costume is accessorized with short 
white gloves and white earrings. In a large handbag she carried 
a black evening purse, long white gloves, small black evening 
hat and rhinestone earrings. 

(10) Mrs. Ruth Eaton Seibert, CPS, Mom tal Chapt 
Baltimore, Maryland selected a two-piece blue tweed “suit 
chosen for versatility for around-the-clock wear in all seasons. 
Shoes and bag were blue calf, and jewelry was pink with tones 
of blue. Her hat was all-season, too, in net and buchram. 
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Mrs. Anne Tipner 


Great Lakes District 


Mrs. Anne Tipner, who is currently 
engaged in a study of Trends in the 
Medical Practice to be published 
soon brings journalism training to 
The Secretary. Dr. H. G. Weiskotten 
(M.D.) of Miami Beach, Dr. Walter 
S. Wiggins (M.D.) of Chicago, and 
Mrs. Marian Altenderfer of the Pub- 
lic Health Service, Washington, 
D. C., are co-authors with Mrs. Tip- 
ner on this study. 


Anne is responsible to the AMA 
for two annual studies: Medical 
Licensure Statistics, and Medical 
Education in the United States and 
Canada. The two studies are pub- 
lished in The Journal of the Ameri- 
can Medical Association which cir- 
culates to a readership of 130,000. 

Besides being an assistant to Dr. 
Walter S. Wiggins (M.D.), secretary 
for the Council on Medical Educa- 
tion and Hospitals, American Medi- 
cal Association, Chicago, Anne is the 
editorial associate of the Federation 
Bulletin, official organ of the Federa- 
tion of State Medical Boards under 
the editorship of Dr. Walter L. 
Bierring (M.D.) of Des Moines, 
Iowa. 

Since 1951, when she joined the 
Lake Shore Chapter, Chicago, IIli- 
nois, Anne has been active in NSA 
activities. During 1952-53 she was 
chairman of the publicity committee 
and chapter reperter to The Secre- 
tary. In 1957-58 she was editor of 
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Lake Shore Breezes chapter bulletin. 

Anne is a graduate of MacCormac 
School of Commerce in Chicago. To 
further her education she attended 
classes at Northwestern University 
and the YMCA College in Chicago. 


Northeastern District 

Returning to one alma mater, 
Dorothy G. Lundblad, CPS, is de- 
partmental assistant and secretary to 
the dean of the School of Business 
Administration, University of Con- 
necticut. Dorothy is also a graduate 
of the Salter Secretarial School of 
Worcester, Massachusetts. 

Through 1957-59, Dorothy led the 
Connecticut Division, and is cur- 
rently editing the Nutmeg News, 
bulletin of the Connecticut Division. 

Dorothy, in her Hartford Chapter, 
is experienced in the roles of chair- 
man of numerous committees and 
various chapter offices. 

Writing as one of her hobbies, 
Dorothy has achieved success. Ar- 
ticles have appeared in Yankee, The 
Hartford Sunday Courant, and The 
Secretary under her byline. Another, 
due to be published soon, will appear 
in The Office. 


Cooking, sewing, and photography 
are among Dorothy’s other interes'‘s 
aside from NSA. 


Northwestern District 
Next to the Golden Rule, Mrs. 
Velma I. Thompson is a firm be- 
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liever that “When life hands you a 
lemon, make some lemonade.” She 
is dedicated to NSA and its stand- 
ards for a better profession and 
higher educational opportunities for 
the generations to come. 

Velma joined the Blackhawk 
Chapter, Davenport, Iowa, in 1953. 
Since that time she has served in 
numerous offices and this year is 
serving on the board of directors as 
the immediate past president. She is 
vitally interested in the promotion of 
CPS and scholarships for secretarial 
training. 

At the 1958 Iowa Division Meet- 
ing, Velma was general chairman. 
Last winter she appeared before the 
local NOMA chapter for the promo- 
tion of CPS. 

Active in her church, music, read- 
ing, needle craft, traveling, and 
studying to better herself and her 
profession, are Velma’s hobbies. Col- 
lecting state plates is another hobby 
she shares with her husband, Rex, 
and their fireplace is adorned with 
their collection. 

Velma, a former member of Busi- 
ness and Professional: Women, is 
currently interested in the local 
Toastmistress Club. 


Southwestern District 
Mrs. Bernice Goodwin, is a char- 
ter member of South Bay Chapter in 
Torrance, California. 


After serving her chapter as the 
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Mrs. Bernice Goodwin 


first president, she acted as the first 
administrative assistant to the presi- 
dent of the California Division, fin- 
ishing that year as public relations 
representative of her own chapter. 
This year, she will serve California 
Division as publicity director of the 
southern area in addition to her 
duties on The Secretary. 

Secretary to the City Council and 
Commission of the City of Torrance 
for the past four years, she has 
found a real interest in civic duties 
and activities. 

She has attended all California 
Division meetings since becoming a 
member of NSA, serving as delegate 
from her chapter in 1957 and 1958. 
She was a participant in the Presi- 
dent’s Panel at the Regional Meeting 
in Los Angeles in 1957, and in the 
Public Speaking Panel at the Inter- 
national Convention in 1958. 

A business major in high school, 
after working as a secretary for sev- 
eral years, she took a special secre- 
tarial course at Kern School of Busi- 
ness in Bakersfield, California, in 
1940. There she studied under Miss 
Cecilia Webb, who was for many 
years personal secretary to Herbert 
Hoover. After completing her course, 
she taught beginning shorthand, 
spelling, and business english at that 
school for a little more than a semes- 
ter. 

Since leaving the school, she has 
pursued a secretarial career in a 








Mrs. Thelma McGraih 


chemical office; theatrical agency; 
various educational institutions; 
various industries and as secretary 
to the curator at Marineland of the 
Pacific. 


Southeastern District 

Mrs. Thelma McGrath, who 
spends her spare time digging weeds 
from around her husband’s garden, 
devotes many hours to NSA activi- 
ties. She has served her Louisville 
Chapter in various offices and the 
Kentucky Division as vice president. 

For 13 years Thelma has been sec- 
retary to Barry Bingham, president 
and owner of The Courier-Journal 
and Louisville Times Company, 
WHAS, Inc., and the Standard Gra- 
vure Corporation. He is also editor- 
in-chief of the two newspapers. 

After graduation from the Uni- 
versity of Louisville and a _ local 
teachers college, Thelma decided 
against the teaching profession and 
attended a business college. She has 
been in the secretarial field ever 
since. 

Thelma’s boss, Mr. Bingham, is 
active in politics and recently en- 
gaged in a race horse enterprise. His 
many interests keep Thelma busy on 
her job, including a trip to Wash- 
ington where she assisted at the head- 
quarters for the Volunteers for 
Stevenson-Kefauver during the 1956 
Presidential Campaign. 
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VICTOR FRENKEL AWARD 


(Above) Ila Westerkamp, CPS, president of Tri Cities 
Chapter, Johnson City, Tennessee ponerse the Victor 
Frenkel Award for the chapter having the greatest per- 
centage of members participating in the 1959 
examination. 







COLONEL ROANE WARING AWARD 


(Below) Mrs. Barbara Driver, president of Hollywood 
Chapter (Florida) accepted the Colonel Roane Waring 
Award for the chapter making the largest percentage 
contribution to the NSA Home Trust Fund. 











i 






PRESIDENT'S AWARDS 











(Above) Mrs. Evelyn Simonis, president, accepted Wiscon- 
sin Division’s award for the division showing the greatest 
percentage of participation in the 1959 CPS examination. 
(Right) Merl Law, president, accepted the Canadian Divi- 
sion’s award for the division showing the largest percentage 
of increase in membership. 














NSA HOME TRUST FUND AWARDS 


(Above) Bernadine Vargo, president, Lake Shore 
Chapter; Mrs. Jo Madden, president, Denver Chap- 
ter; Mrs. Margaret Dreifus, president, Long Island 
Chapter; Mrs. Barbara Driver, president, Holly- 
wood Chapter; Hilda Poppell, president, NOLA 
Chapter. 


FIRST PLACE ACHIEVEMENT AWARDS 


(Left) Class A: Jean Atkins, president, Madison 
Chapter; Class B: Adele Oberndorfer, president, 
Galveston County Chapter; Class C: Juanita Hen- 
drix, president, Savannah Chapter; Class D: Mrs. 
Katherine Ewin, president, Orlando Chapter; Class 
E: Ada Bob Chandler, president, Big D Chapter; 
Class F: Bernadine Vargo, president, Lake Shore 
Chapter. 


SECOND PLACE ACHIEVEMENT 
AWARDS 

(Below) Class A: (not shown) Huisache Chapter; 
Class B: Katy Sparks, Fairways Chapter; Class C: 
Guyda Hall, president, Roanoke Chapter; Class D: 
Mrs. Gladys Macpherson, president, Milwaukee 
Chapter; Class E: Mary Ellen Pixley, president, 
Crossroads-of-America Chapter; Class F: Virginia 
Blakemore, president, Houston Chapter. 








THIRD PLACE ACHIEVEMENT 
AWARDS 


(No Photo) Class A: Spindelette Chapter ; 
Class B: Decatur Chapter; Class C: Zanes- 
ville Chapter; Class D: Fort Lauderdale 
Chapter; Class E: Yo-Mah-O Chapter; 
Class F: Denver Chapter. 
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(Right) (Left) Mildred Balderston of Pas- 
Ric-Ken Chapter, Richland, Washington ac- 
cepted her chapter’s award for the chapter 
having the greatest percentage of members 
participating in the 1959 CPS examination. 
(Right) Constance Bowden accepted the 
award for Vancouver Chapter (B.C.) for the 
chapter with the largest percentage increase 
in membership. Sacajawea Chapter, Seattle, 
Washington is the chapter installing the 
largest chapter. The chapter having the 
greatest percentage of members holding the 
CPS rating is Ottumwa Chapter (Iowa). 


(Left) Receiving the award on behalf of the 
Indiana Division for the division installing 
the largest chapter is (Left) Virginia Shea, 
president of Skyway Chapter, Hammond, In- 
diana. (Center) Jean Atkins, past president 
of Madison Chapter (Wisconsin) accepted 
the award for the chapter having the greatest 
percentage of members participating in the 
1959 CPS examination. Decatur Chapter (Il- 
linois) is the chapter having the greatest per- 
centage of members holding the CPS rating, 
accepted by (Right) Ruth Connelly, presi- 
dent. Ludington Chapter (Michigan) is the 
chapter with the largest percentage increase 
in membership. 


(Right) (Left) Nina Kinsey, president, ac- 
cepted the award for the chapter installing 
the largest chapter for Tallahassee Chapter 
(Forida). Tri Cities Chapter, Johnson City, 
Tennessee is the chapter having the greatest 
percentage of members participating in the 
1959 CPS examination, accepted by (Right) 
Ila Westerkamp, CPS, president. Spindlette 
Chapter, Gastonia, North Carolina is the 
chapter with the largest percentage increase 
in membership. The chapter having the 
greatest percentage of members holding the 
CPS rating is Chattanooga Chapter (Tenne- 
ssee), , 


(Left) New York City Chapter is the chap- 
ter having the greatest percentage of mem- 
bers holding the CPS rating. (Left) Bertha 
J. Stronach, CPS, president, accepted the 
award. (Right) Helen Lobus, past president 
of Buffalo Chapter (New York) accepted 
the award for the chapter having the great- 
est percentage of members participating in 
the 1959 CPS examination. Lewiston-Auburn 
Chapter, Lewiston, Maine is the chapter in- 
stalling the largest chapter. The chapter with 
the largest percentage increase in member- 
ship is Union County Chapter, Elizabeth, 
New Jersey. 


(Right) Albuquerque Chapter (New Mex- 
ico) is the chapter with the largest percent- 
age increase in membership accepted by 
(Left) Jeanne Gemmell, president. The chap- 
ter with the largest numerical increase in 
membership is Orange Empire Chapter (Cal- 
ifornia) accepted by (Right) Mary Clyde, 
president. Huisache Chapter, Port Lavaca, 
Texas is the chapter having the greatest per- 
centage of members participating in the 1959 
CPS examination. The chapter installing the 
largest chapter is Galveston County Chapter 
(Texas). 
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Policies 


& 


Procedures 





@ As members of NSA, THE SEC- 
RETARY is your magazine. Your 
comments and suggestions for its 
improvement are always welcome. 
Bear in mind that elevating the 
standards of your publication com- 
plements elevating the standards of 
your profession. 


Many members have authored 
articles for THE SECRETARY and 
are encouraged to continue sub- 
mitting material on varied subjects 
of interest to fellow secretaries. 


Speakers at your chapter, division 
and regional meetings, district con- 
ferences, and workshops are excellent 
sources of articles for THE SECRE- 
TARY. Be sure to obtain permis- 
sion from any speaker or author 
before submitting material to insure 
proper credit. 


General 
All material is to be submitted to 
your respective district assistant 
editor and not direct to the editor, 
unless instructed otherwise. 


All copy is to be typed 35 charac- 
ters to the line, double: spaced, on 
8'%4 by 11 white paper. Check for 
proper spelling of names. 


Remember when submitting ma- 
terial for publication that many 
activities being reported will have 
already taken place when the maga- 
zine is released. This calls for atten- 
tion to the use of proper tense. 
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Publication of material must be 
left to the discretion of the editor 
with regard to space available and 
timeliness. The editor reserves the 
right to edit all material. 

When referring to The National 
Secretaries Association (Interna- 
tional) or the Certified Professional 
Secretary Program, use either NSA 
or CPS (eliminating periods between 
the letters). 

Avoid the use of contractions and 
uncommon abbreviations. 

Eliminate “Miss” but not “Mrs.” 
This will establish the pattern of in- 
ference that a person without a title 
is “Miss.” 

Capitalize all titles when preced- 
ing the name. Do not capitalize 
when titles follow the name. 


Photographs 
Photographs must be sharp and 
clear black and white glossy prints 
of any size. Snap shots are accept- 
able and should not be blown up. 


Consideration should be given to 
the proper type of background for 
photographs. Avoid line-up poses 
and crowded pictures. 


Do not write on the back or mark 
on photographs in any way. For 
identification and captions a type- 
written sheet must be taped to the 
bottom of each photograph. Use 
heavy backing to avoid damage of 
photographs in mailing. 


If you desire photographs to be re- 
turned enclose a self-addressed en- 
velope for this purpose. 

Because of their frequency, photo- 
graphs of officer installations and 
new chapter installations are not 
used. 

It is not practical to give indi- 
vidual recognition to new CPS cer- 
tificate holders, or the presentation 
of certificates, therefore the list of 
new CPS’s is published annually 
when released by the Institute for 
Certifying Secretaries. 


Excerpts 

Material for the new feature 
EXCERPTS is gleaned from chap- 
ter bulletins by the district assistant 
editors, so be sure your district 
assistant editor is on your bulletin 
mailing list. 

Deadline 

Deadline for material submitted 
for a particular issue must be in the 
hands of the district assistant editor 
by the 25th of the second month 
preceding month of issue to reach 
the editor by the 1st of the month 
preceding month of issue. 

For example: material for the De- 
cember 1959 issue must reach the 
district assistant editor by October 
25 to be in the hands of the editor 
by November 1. 
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245 Certified Professional Secretaries for 1959 


Ackerland, Mrs. Leone A. 
Bellevue, Washington 


Adams, Mrs. Norma R. 
Fresno, California 
Ahrens, Mrs. Mary D. 
Ft. Lauderdale, Florida 
Alvarado, Mrs. Jeanne P. 
Oklahoma City, Oklahoma 
Anderson, Mrs. Patricia J. 
Minneapolis, Minnesota 
Anderson, Mrs. Emmalove 
Fort Worth, Texas 


Awwiller, Margene 
Danville, Ohio 


Baird, Mrs. Edith 
Clearwater, Florida 
Baliel, Eleanor W. 
Sacramento, California 
Barghausen, Meta P. 
Washington, D. C. 
Barry, Georgia E. 
Riverside, California 
Barry, Mrs. Mary C. 
Los Angeles, California 
Beckham, Mrs. Judy S. 
Huntington, W. Virginia 
Beeson, Mrs. Hattie E. 


Newton, Kansas 


Bennett, Mrs. Peggy 
Beaumont, Texas 


Bergman, Mary A. 
Bell, California 
Bertram, Margaret W. 
Austin, Texas 
Bickerton, Anne 
Windsor, Ontario 
Blanco, Isabel 
Canton, Ohio 
Blewitt, Mrs. Gertrude C. 
Waterbury, Connecticut 
Bodevin, Margaret M. 
Birmingham, Alabama 
Bolchunos, Magdalene 
Sioux City, Iowa 
Boyd, Mrs. Grace B. 
Texas City, Texas 
Boyd, Joanne G. 
Albuquerque, New Mexico 
Bradley, Mrs. Doretta A. 
Buffalo, New York 
Bradt, Charline B. 
El Cerrito, California 
Brandon, Bettie 
Memphis, Tennessee 
Brennan, Mrs. Helen 
Washington, D. C. 
Bucknam, Eleanor B. 
Watertown, Connecticut 


Burniston, Loverne Y. 
Fonthill, Ontario 


Page 34 


Byerly, Mrs. Carol 
Beaumont, Texas 


Cantwell, Mrs. Julie F. 
Buffalo, New York 


Carter, Mrs. June 
Wichita, Kansas 


Esden, Jean 


Indianapolis, Indiana 
Espelman, Dorothy A. 
Waterbury, Connecticut 


Eyerman, Ruth C. 
Cincinnati, Ohio 


Christophersen, Mrs. MargarFadling, Elmo V. 


East Stanwood, Washington 


Clark, Mrs. Merab S. 
Baltimore, Maryland 


Clostermery, Mrs. Mary Lee 
Griggsville, Illinois 

Cmelik, Anne 
Huntington Park, Calif. 

Colgrove, Nina J. 
Canadaigua, New York 


Corine, Jacqueline L. 
Astoria, L. I., New York 


Crawford, Ann R. 


Phoenix, Arizona 
Croll, Betty J. 

Olympia, Washington 
Cronin, Rita M. 

Omaha, Nebraska 


Cunningham, Mrs. Sue 
Denver, Colorado 


Dalton, Mrs. Geraldine S. 


Red Feather Lakes, Colorado 


Damiani, Mary C. 
Glendale, California 
Daniels, Anne 
Walkerville, Ontario 
Deaderick, Ferol 
Phoenix, Arizona 
Denkhoff, Mary E. 
Moline, Illinois 
Detloff, Arline R. 
Columbia, Missouri 
De Vecchi, Joyce L. 
London, Ontario 


Dickens, Veronica S. 
Dallas, Texas 
Dippel, Elaine 
Houston, Texas 
Dudley, Mrs. Anne L. 
Olmsted Falls, Ohio 
Dugan, Mary Jo 
Indianapolis, Indiana 
Dull, Marjorie B. 
Findlay, Ohio 


Duvall, Jean F. 


Indianapolis, Indiana 
Early, Alice 

Orlando, Florida 
Eastman, Mrs. Leslie N. 


Methuen, Massachusetts 
Einck, Nira D. 
Davenport, Iowa 


Engelhaupt, Rosaline E. 
Buffalo, New York 


Olympia, Washington 
Fairchild, Elizabeth B. 
Dallas, Texas 
Faunce, Mrs. Jeanette F. 
West Covina, California 
Fendrick, Helen S. 
Washington, D. C. 
Fisher, Mrs. Elizabeth K. 
Downers Grove, Illinois 
Flaherty, Catherine 
Cedar Rapids, Iowa 
Floom, Genevieve A. 
Massillon, Ohio 
Forestieri, Mary N. 
Bronx, New York 
Fosdick, Mrs. Wanda D. 
Claremont, California 
Foss, June M. 
Chicago, Illinois 
Fraser, Lily M. 
Orlando, Florida 


Gallagher, Sara E. 
Dayton, Ohio 
Gaugl, Mrs. Ruth M. 
Eugene, Oregon 
Gemmel, Jeanne 
Albuquerque, New Mexico 
Goddard, Louise S. 
Chicago, Illinois 
Goodney, Marion E. 
Worcester, Massachusetts 
Gosney, Mrs. Shirley D. 
Santa Fe, New Mexico 
Graham, Mrs. Mildred L. 
Grosse Ile, Michigan 


Greenwood, Dorothy M. 


Portland, Oregon 


Hawley, Mrs. Jeanne 
Granada Hills, California 


Hayes, Beatrice A. 
W. Hartford, Connecticut 
Haynes, Helen G. 
Gastonia, North Carolina 
Henry, Avis 
Austin, Texas 
Herndon, Mrs. Patricia M. 
Indianapolis, Indiana 
Heydenreich, Mrs. E. Virginie 
Morrisville, Pennsylvania 
Hiteshew, Helen D. 
Columbus, Ohio 
Hoel, Doris E. 
Chicago, Illinois 
Hoemann, Della D. 
Honolulu, Hawaii 
Holland, Mrs. Edna M. 
Jacksonville, Florida 
Hopkins, Mrs. Dorothy M. 
Oakland, California 
House, Mrs. Marie M. 
Minneapolis, Minnesota 
Howell, Mrs. Reba Rhea 
Oak Ridge, Tennessee 
Hughes, Mrs. Eleanor S. 
Baltimore, Maryland 
Hunter, Lucile 
Omaha, Nebraska 


Hutchison, Doris E. 
Merchantville, New Jersey 


Iaconetti, Rose Ann 
Racine, Wisconsin 


Johnson, Helen K. 
St. Paul, Minnesota 


Johnson, Mrs. Marcella D. 
Van Nuys, California 

Jones, Mrs. Charlotte H. 
Houston, Texas 


Joslin, Mrs. Gladys R. 
Blackfoot, Idaho 


Kari, Toini E. 
Englewood, Colorado 


Greenwood, Mrs. Margaret E. Kearl, Afton S. 


Austin, Texas 


Griesbach, Marion J. 
Winona, Minnesota 


Griffith, Anne C. 
Seattle, Washington 
Hagan, Frances 
Chebanse, Illinois 
Harris, Mrs. Floriene L. 


Manhattan Beach, California 


Hart, Mrs. Charlotte S. 


Berwyn, Illinois 


Hart, Donna F. 


Miami, Florida 


Harvey, Dorothea 
Longview, Washington 


Chicago, Illinois 
Keister, C. Laurada 

Greenville, Virginia 
Kennedy, Nancy E. 

Clark’s Summit, Penna. 


Kisiele, Mrs. Wanda 
Baltimore, Maryland 


Kissell, Mrs. Hedwig B. 
Ft. Lauderdale, Florida 


Kissock, Genella G. 


Los Angeles, California 


Knopp, Margaret 
Minneapolis, Minnesota 


Koger, Loraine C. 
Hamilton, Ohio 
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Kristof, Helen 
Chicago, Illinois 

Kriz, Florence A. 
Buffalo,, New York 


Krutul, Sabina 
Olyphant, Penna. 


Larson, Mrs. Mildred A. 
Long Beach, California 


Lary, Mrs. Anita R. M. 


Madison, Wisconsin 


Lawson, Mrs. Margaret W. 
Hartford, Connecticut 


Lepry, Ann C. 
Warwick, Rhode Island 


Levine, Mrs. Jean T. 
Atlanta, Georgia 

Libertini, Mrs. Genevieve 
Baltimore, Maryland 


Lindsay, Mrs. Bonnie R. 
Memphis, Tennessee 


Linman, Dorothy E. 
Long Beach, California 


Lonquist, Lorraine T. 
Minneapolis, Minnesota 


Lowe, Bessie B. 
Wheeling, W. Virginia 

Lucas, Mrs. Mary B. 
Charleston, W. Virginia 


Lytle, Mrs. Betty 
Mount Vernon, Ohio 


Maddox, Mrs. Margaret O. 
Baltimore, Maryland 


Magee, Elaine 
New Orleans, Louisiana 


Mahoney, Nora A. 


Newton Upper Falls, Mass. 


Markwardt, Frances J. 
Chicago, Illinois 
Marsh, Mary W. 
St. Paul, Minnesota 
Martin, Betty V. 
Royal Oak, Michigan 
Martin, Winifred 
Upper Saddle River, N. J. 


Marx, Roberta H. 


Louisville, Kentucky 


May, Mrs. Erlene B. 
Jackson, Mississippi 


McCartt, Clara A. 
Louisville, Kentucky 
McCauley, M. Patricia 

Everett, Massachusetts 


McDaniel, Mrs. Phoebe 
Omaha, Nebraska 


McKinley, Mrs. Mary K. 
Middlesex, New Jersey 


McKnee, Mrs. Jane P. 
Washington, D. C. 


McMahon, Lois K. 
W. St. Paul, Minnesota 


McLain, Mrs. Susan S. 
Albany, Georgia 


McSweeney, Kathleen F. 
Norwich, Connecticut 
Mehas, Helen 
Hamilton, Ohio 
Melnbrencis, Velta A. 
Columbus, Ohio 
Meyer, Lorraine M. 
Houston, Texas 
Micheels, Gertrude 
Omaha, Nebraska 
Milkey, Mrs. Mildred F. 
Garden Grove, California 
Mitchell, Mrs. Eva L. 
Los Angeles, California 
Mog, Mrs. Jacquelyn J. 
Anaheim, California 
Montfort, Mrs. Yvonne 
Williamsville, New York 


Munden, Mrs. Thelma G. 
Miami, Florida 


Nagel, Mrs. Naomi C. 
Canton, Ohio 


Nelson, Mrs. Rita 
Lincoln Park, Michigan 


Norton, Martha E. 


Mishawaka, Indiana 


Nutt, Mrs. Leta 


Houston, Texas 


Oakes, Dorothy M. 
Albany, New York 


Oakley, Mrs. Ferne S. 


Memphis, Tennessee 


Olson, Virginette 
Omaha, Nebraska 


Owen, Mr. Wilbur T. 
Erlanger, Kentucky 


Paledes, Mrs. Virginia L. 
Williamsburg, Virginia 
Paxton, Iris K. 
Portland, Oregon 


Peo, Bernice F. 
Lexington, Kentucky 


Petty, Mrs. Mary 
Liberty, Missouri 


Pfersick, Mrs. Mary A. 
Pittsfield, Massachusetts 


Pierson, Ruth H. 
Santa Fe Springs, Calif. 


Pitcher, Joann A. 
Chicago, Illinois 

Platt, Mrs. Alice W. 
Wilmette, Illinois 


Powers, Mrs. Doris C. 
St. Petersburg, Florida 


Prouty, Mrs. Emma Jane 
Denver, Colorado 


Radoff, Marion 
Los Angeles, California 


Ramsey, Juanita 
Greensboro, North Carolina 


Redding, Mrs. Jean S. 
Ft. Lauderdale, Florida 
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Reed, Mrs. Evaline R. 


Phoenix, Arizona 


’ Reeder, Virginia R. 


Houston, Texas 
Ricker, Virginia D. 

Haverhill, Massachusetts 
Rickman, Rebecca 

Oak Ridge, Tenncssee 
Robinette, Mrs. Marian S. 

Seattle, Washington 
Rogers, Mrs. Arlene 

New Orleans, Louisiana 
Rorgo, Margaret 

Rapid City, South Dakota 
Ruggles, Gertrude M. 

N. Tonawanda, New York 
Rust, Hazel L. 

Oklahoma City, Oklahoma 
Ryan, Mrs. Sara N. 


Shreveport, Louisiana 


Rynn, Helen 
Buffalo, New York 


Sackett, Katherine E. 
Omaha, Nebraska 


Samson, Marie A. 
Pittsburgh, Pennsylvania 

Schaffer, Hildegard 
Roseburg, Oregon 

Schaning, Ruth E. 
Culver City, California 


Schuier, Alma 
Louisville, Kentucky 


Schuler, Elizabeth 
Hamilton, Ohio 


Schultz, Eleanore 
Buffalo, New York 


Schwartz, Anna R. 
Bronxville, New York 


Serafin, Mrs. Dolores J. 
Clifton, New Jersey 


Shadle, Mrs. Wilma E. 
Cedar Rapids, Iowa 


Shevlin, Mary E. 
Denver, Colorado 
Simonof, Gertrude A. 
Johnstown, Pennsylvania 
Skelton, Mrs. Helen R. 


Houston, Texas 


Sluder, Mrs. Lou E. 


Johnson City, Tennessee 
Snyder, Mrs. Pauline W. 
Salem, Oregon 
Spencer, Katherine 
Orlando, Florida 
Spillane, Mrs. Evelyn R. 
Cliffside Park, New Jersey 
Springer, Mrs. Margaret R. 
Rochester, New York 


Stallman, Emerita A. 
Minneapolis, Minnesota 


Steedman, Geraldine 
Dallas, Texas 


Stepan, Dorothy M. 
Lincoln, Nebraska 


Stollings, Marjorie A. 
Dayton, Ohio 

Stroot, Mrs. Veda A. 
Terre Haute, Indiana 

Stuart, Lois T. 


Birmingham, Alabama 


Stubel, Ann L. 
Dallas, Texas 


Thomas, Mrs. Pauline W. 


Birmingham, Alabama 


Thomas, Vera 
Los Angeles, California 


Thompson, Mrs. Judith Anne 
Minneapolis, Minnesota 
Thudin, Mrs. Mildred 


Newton, Kansas 


Tilson, Alice Franklin 
Washington, D. C. 

Tompkins, Mrs. Virginia L. 
Reseda, California 


Toney, Demp 
Austin, Texas 


Toth, Mary Jane 
Detroit, Michigan 

Triechman Mrs. Eva M. 
Elkhart, Indiana 


Tullius, Margaret 
Oklahoma City, Oklahoma 


Twedt, Mrs. Lajla J. 
Portland, Oregon 


Volkel, Marjorie J. 
Fort Worth, Texas 


Vunovic, Mrs. Charlsie 
Granite City, Illinois 


Wade, Juanita 
Portland, Oregon 


Ward, Marie B. 


Knoxville, Tennessee 


Ware, Mrs. Laila S. 


Evans, Colorado 
Wasson, Ruth 
Oklahoma City, Oklahoma 
Wermuth, Mrs. Ethel B. 
Hamilton, Ohio 
White, Mrs. Gertrude B. 
Los Angeles, California 
Wiggins, Mary C . 
Birmingham, Alabama 


Williamson, Mrs. Marna L. 
Weatherford, Oklahoma 


Williams, Dorothy M. 


Pasadena, Texas 


Willett, Genevieve R. 
Cambridge, Massachusetts 

Wilson, Rita G. 
Tallahassee, Florida 


Wilson, Winifred 
Los Angeles, California 


Wong, Mrs. Marjorie E. 
London, Ontario 


Wood, Mrs. Charlotte L. 
Olympia, Washington 
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convention keynote address 
(Continued from Page 6) 


a debtor to his profession . . .” Frankly, I like Sir 
Francis Bacon’s statement on this, from which your 
theme was selected. It seems to me that in a very 
real and significant manner, it reminds us of our obli- 
gations to the day and age of which we are a part. 


-As I read that particular statement, then as I 
thought about your theme, it seemed to me another 
way of summing it all up would be by using the 
familiar words, “Freely ye have received. Freely give.” 
It is only as those who are a part of your profession 
recognize their debt to those who have gone before 
and, then, determined to express their gratitude in 
deeds as well as in words that your pursuit of excel- 
lence will become a successful pursuit. And I believe 
the question of whether men and women are going to 
recognize their debt to their profession, to their nation, 
to their church—to use just three examples—is a 
question that must be answered in the affirmative if 
we are to witness the strengthening rather than the 
decline of the civilization of which we are a part. 


Are we, just to take an example, as citizens of this 
great nation, thankful, for example, for freedom? But 
you say to me, “Surely, we can assume that everyone 
is thankful for freedom.” But can we? The psalmist 
in the 116th Psalm asked this very significant ques- 
tion, ‘““What shall I render unto the Lord for all of his 
benefits toward me?” Just a little later on in that 
Psalm he replied to his own question in this way— 
“T will offer unto Thee the sacrifice of thanksgiving.” 
In other words, when we are truly thankful, when we 
really feel deep down in our lives our indebtedness to 
others, we express our thankfulness in deeds as well 
as in words. Deeds that can be described by just one 
word, “sacrifice.” 


Are we so thankful for freedom that we are willing 
to make sacrifices in its behalf? Are we willing, for 
example, to make sacrifices in order to strengthen our 
form of government? Surely, the person who refuses 
to vote is not very thankful for freedom. He is un- 
willing to extend even a minimum amount of energy 
in the interest of good government. The person who 
refuses to participate actively in the political party of 
his or her choice is passing up an opportunity to ex- 
press thankfulness for freedom. 


Our form of government must be backed up by strong 
political parties if it is to render the maximum of 
service to the citizens of our nation. The standards 
that prevail within our political parties will determine 
to considerable degree the standards that prevail 
within government itself. Are we so thankful for free- 
dom that we are willing to be active participants in the 
political party of our choice? Then surely the person 
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who, for purely selfish reasons, passes up the oppor- 
tunity to serve in public office is unwilling to make 
sacrifices in behalf of freedom. 


Take the person who is well qualified to serve on a 
board of education and who turns aside from such an 
opportunity because of the fact that his or her votes as 
a member of the board may interfere with his or her 
business or profession. Surely, such a person is not 
thankful for freedom. We turn the spotlight, and 
rightly so, on the public official who proves to be faith- 
less te a public trust. We should also turn a merciless 
spotlight on the person who refused to serve in the 
office in question for selfish reason and thus provided 
the faithless public servant with an opportunity to 
serve his own selfish interests. 


Then, to take another example, it seems to me that 
as citizens of our great nation, we should ask ourselves 
whether we are willing to make sacrifices in order to 
help our neighbors, individuals, and nations to realize 
their highest possibilities. 


At the very center of our Judean-Christian tradition 
is the commandment, “Thou shalt love thy neighbor 
as thyself.” The commandment places upon each one 
of us a common responsibility to do everything within 
our power to help our neighbor realize his highest 
potential. This commandment is a law of life, a law 
which if broken breaks the life of the lawbreaker and 
disrupts the society of which he is a part. The accept- 
ance of this commandment provides a center and a 
direction for life and this in turn motivates and in- 
spires men and women to make sacrifices in order to 
fulfill the law in their own lives. 

If, to use just one illustration, this law is at the 
center of our lives, we will make sacrifices in behalf 
of education. We will make these sacrifices because 
we know education has just one mission—to help 
others realize their highest potential. That is why 
citizens are realizing as never before that they 
must make sacrifices in order to strengthen our sys- 
tems of both public and private education. We will 
never engage in a sustained effort to strengthen our 
educational system because of a fear of any other 
nation. We will engage in such an effort, however, 
when we place this law at the center of our lives. We 
will engage in such an effort as an outgrowth of our 
determination to express our thankfulness for freedom 
by leaving no stone unturned that will help the chil- 
dren and young people of our nation to realize their 
highest possibilities. 

Then, to take just one other illustration, are we 
so thankful for freedom that we are willing to make 
sacrifices in order to strengthen our spiritual founda- 
tion? 

Our nation must live under the judgment of God 
if freedom is to be preserved. We are spending billions 
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of dollars each year on defense in the hope that we 
may be able to deter the possible aggressor. But this 
is only one side of the coin. We are spending these 
billions not only to deter aggression but in order to 
bide time until the spiritual forces can provide us with 
a spiritual breakthrough that will bring men and 
women to the place where they discover for them- 
selves that the only way in which we can save our 
lives is by losing them in unselfish service in behalf 
of others. 


Under such convictions come policies and support 
for policies that in turn set into motion spiritual forces. 
Both the Atoms for Peace program and our Mutual 
Assistance program are helping to set these spiritual 
forces into motion. If our nation is to provide the 
spiritual leadership that will bring about this spiritual 
breakthrough that will lead to peace, each one of us 
must be willing to make sacrificial contributions of 
time, energy, and resources to the church and faith of 
our choice. 


In other words, what I have been trying to say to 
you, as I have discussed very briefly by way of illus- 
trations the preservation and strengthening of free- 
dom, is that the only way in which we can pay the 
debt we owe to those who have made it possible for 
us to enjoy freedom, the only way in which we can 
express our thankfulness for it, is by making sacrifices 
in its behalf. 

So it is with your profession. You are a debtor to 
it. You should be thankful for the contribution it has 
made and is making to your life. The only way in 
which you can pay this debt, the only way in which 
you can express your thankfulness, is by making a con- 
tribution to your profession that will call for sacrifices 
of time, energy and resources on your part. You help 
to pay that debt when you work on the establishment 
of standards of performance. You help to pay that 
debt when you work on the development of training 
programs designed to help others reach their highest 
potential. Or to put it another way, designed to help 
others achieve these high standards of performance 
that you have set. You help to pay that debt when 
you make an investment of time, energy and resources 
in programs designed to give recognition to those who 
achieve these high standards of performance. 

May I say to you that I feel that the program your 
Association has developed is a program which puts 
into practice the basic principles of sound administra- 
tion. Every organization made up of human beings 
should have standards of performance, should have 
training programs designed to achieve those standards, 


and should provide recognition for those who do 


achieve. 
But, as you, working together come to pay your 
debt to your profession you should recognize that you 
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are also paying your debt to the society of which you 
are a part. Yours is a service profession. As you raise 
the standards of performance for your profession, you 
help every individual and every organization that is 
dependent upon your profession. 


Yes, by your high standards, you are helping Amer- 
ica to adjust to a rapidly changing and complex world. 
In other words, you are helping to make and to keep 
America strong. This nation is indebted to you and I 
am very happy, as one who has been served so well 
by your profession, to express in this way my thank- 
fulness for what you have done and what you are 
doing. Yes, I am willing to go further and say to you 
that if at any time there is anything you feel I can do 
to help you achieve your objectives, just call on me. 
I will respond even though to do so may call for some 
sacrifices on my part. I want to do whatever I can to 
pay my debt to your profession. 


As I have thought in terms of your program, as I 
have thought in terms of the world in which we live, 
my mind goes back to another family story. 


We have twin boys in our family. When they were 
four years of age, Mrs. Flemming and I went out one 
evening. When we came home we asked the baby- 
sitter if anything had happened. We hoped the answer 
would be no. But judging by past experience we fully 
expected it to be yes, because we had long since dis- 
covered that two minds are better than one, particu- 
larly at the age of four, when it comes to getting into 
mischief. Well, this particular evening something had 
happened. 

The lights had gone out in our part of Washington. 
This had created some excitement in the household on 
the part of the three older children. Theoretically, the 
twins were asleep, but that was just theory, not prac- 
tice. And so noting the excitement they decided to 
join the others. 

One came down the stairs immediately followed by 
the second. As the second arrived on the scene, with 
all of the indignation that only a four-year old could 
muster, he said, “There’s too much dark here.” 

Well, we were very much interested in that com- 
ment, but we were even more interested in what the 
babysitter told us about the three older children. They 
ransacked the household in order to find some candles 
to light. 

And that’s the difference, isn‘t it, between imma- 
turity and maturity. If we’re immature, we complain 
about the darkness. If we’re mature, we light candles 
in order to dispel the darkness. And I am grateful, and 
always will be grateful, to this Association for the 
candles you are lighting in order to make it possible 
for the members of your profession to render an in- 
creasingly effective service to our generation. You are 
paying your debt in a tremendously effective manner. 
Thank you for doing so. 
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A NEW ASSOCIATION DIRECTORY WILL BE 
RELEASED THIS MONTH, THEREFORE DIREC- 
- TORY ADDITIONS AND CHANGES HAVE BEEN 


OMITTED IN THIS ISSUE. 
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CHANGE YOUR NAME 
CHANGE YOUR ADDRESS 


OBTAIN COPIES OF ANY ISSUE OF 
THE SECRETARY 


MAKE REQUEST TO... 
CIRCULATION DEPARTMENT, THE SECRETARY 


THE NATIONAL SECRETARIES ASSOCIATION 
(INTERNATIONAL), 1103 GRAND AVENUE, 
KANSAS CITY 6, MISSOURI 





REQUEST FOR ADDRESS OR NAME CHANGE 
FOR MAGAZINE MAILING 
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Chapter. 
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Please mail to: The National Secretaries Association (International) 
1103 Grand Avenue, Kansas City 6, Missouri 
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DATES 
to 
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Great Lakes District Conference 
Hostess: Marquette Chapter 
Place: Hotel Pere Marquette 

Peoria, Illinois 
Time: October 23-25, 1959 

Northeastern District Conference 
Hostess: Flower City Chapter 
Place:. Manger Hotel 

Rochester, New York 
Time: October 2-4, 1959 

Northwestern District Regional 

Meetings 
Region I 
Hostess: Olympia Chapter 
Place: Olympian Hotel 

Olympia, Washington 
Time: October 30-November 1, 
1959 
Region Il 
Hostess: Sal-Ute Chapter 
Place: Hotel Utah 
Salt Lake City, Utah 
Time: October 2-4, 1959 
Region III 
Hostess: Tall Corn Chapter 
Place: Hotel Chieftain 
Council Bluffs, Iowa 
Time: October 23-25, 1959 

Southeastern District Conference 
Hostess: San Juan Chapter 
Place: San Juan Intercontinental 

Hotel 
San Juan, Puerto Rico 
Time: October 23-25, 1959 

Southwestern District Regional 

Meetings 

Arkansas-Oklahoma-Kansas- 

Missouri 
Hostess: Little Rock Chapter 
Place: Marion Hotel 

Little Rock, Arkansas 
Time: October 9-11, 1959 

California-Arizona-New Mexico 
Hostess: San Diego Chapter 
Place: El Cortez Hotel 

San Diego, California 
Time: October 23-25, 1959 

Texas-Louisiana 
Hostess: Trinity Chapter 
Place: Texas Hotel 

Fort Worth, Texas 
Time: November 6-8, 1959 
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Code of Ethics 


Recognizing the invaluable influence of a woman's 
life in all she touches, we resolve to inject into our 
business associations the highest ideals for which the 
National Secretaries Association stands; to lend grace, 
charm and sobriety to all our dealings, and maintain 


poise and dignity under all conditions and circumstances. 


We resolve to further the interest of whatever busi- 
ness we follow, to exemplify loyalty and conscientious- 


ness, and exercise patience at all times; 


To keep our lives clean and wholesome, that our 
very presence may bring life and light to those about us; 
To encourage ambition, lend hope, and nourish 
faith, remembering that the eternal laws of God are 


the only ones under which we can truly succeed. 





a Debtor to His Profession...” 
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